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PREFACE. 


This is a revised edition of the Bihar Records Manual, 1951 
and may be cited as "The Bihar Records Manual, 1000". 

2. References to various Manuals, Codes, ete., given in the rules 
and Appendices have been thoroughly revised and brought up-to- 
late. 


3. Errors and omissions in the Manual should be brought to 
the notice of the Board. 


8. K. SINHA, 
Parwar Secretary, 
The Board of Revenue, Bihar. 


TABLE OF CONTENTS. 


Act V of 1917 
Preamble 


CHAPTER I.—English records. 


A.—Rules relating to current English correspondence in 
offices subordinate to the Board, where the flat 
file system and standard forms for correspondence 
have been introduced. 


—Treatment of fresh letters received 

‘Treatment of replies issued. 

D.—Reminders 5 

—Forward diary 29 9 

—Hules for the treatment of confidential correspondence 

G.—Arrangement of files and collections of current and 
recent. English correspondence. 

H.—Arrangement of files and collections of old English 
correspondence. 


I.—Classification, preservation and destruction of English 
correspondence kept in both the current and the 
old record-rooms, 

J.— Procedure for destruction of B and C papers of English. 
correspondence. 

K.—Classification, preservation and destruction of gazettes 

L.—Classification, preservation and destruction of registers 

M.—Olussification, preservation and destruction of Treasury 
records, 


CHAPTER II.—Vernacular records. 


A.—Rules relating to current vernacular records — .. 

B.—Arrangement of current and old records ordinarily 
kept in the vernacular, when deposited in the 
record-room. 

€.—Classification, preservation and destruction of verna- 
cular records, 

D.—Procedure for the destruction of Band C papers 
of vernacular records. 


3233 
38 


40—12 


42 


Subdivisional records ^ 


A.—Miscellaneous .. =. E E 


A.—Rules relating to the destruction of exhibits or private 
documents. 


B.—Rules relating to destruction of documents, whether 
+ public or private, rendered entirely illegible or 


useless, 
CHAPTER VI. 
Record grant and record-room receipts .. E 
CHAPTER VII, 
Library A m 22 
CHAPTER ҮШ. 


Rules for the supply of copies of, and information 
respecting papers and documents in district and 
subdivisional offices. 


APPENDIX. 


A.—Record-room registers — .. 

—Record-room forms 

C.—Routine forms .. 

D.— Olussied list of vernaoular records 

E.—Classidcation, preservation and destruction of registers 

¥.—Classification, preservation and destruction of Treasury 
records. 

G.—Questions for the inspection of Records, Library 

and Copying Department. 


Index 
Correction slips to bo noted С 
Record-room plan .. e 5s = 


Pace. 


43—46 


47—54 
54-55 


56—53 


59 


60—63 


64—71 


72—99 


100—127 
118—127 
128—142 
143—162 
163—213 
214—217 


218—245 


I— XXX 


THE BIHAR RECORDS MANUAL, 1960. 
ACT No. V OF 1917. 
The Destruction of Records Aet, 1917. 


(Received the assent of the Governor-General on the 28th February 
1917.) 


An Act to consolidate and amend the law providing for the 
destruction or other disposal of certain documents in the possession. 
or custody of Courts and Revenue and other public officers. 

Whereas it is expedient to consolidate and amend the law 
providing for the destruction or other disposal of certain documents 
in the possession or custody of Courts and Revenue and other 


Publio officers, it is hereby enacted as follows : 
1. Short title.—This Act may be called the Destruction of 
Records Act, 1917. 
att o . . . E 
. . А . . 


8. Power to certain authorities to make rules for disposal of 
documonts.—(1) The authorities hereinafter specified may, from time 
to time, make rules for the disposal, by destruction or otherwise 


(Omitted by tho Goveenmant of India ( of Indian Laws) Order, 
1087, vide the Bihar Gazette, dated tha 28th April 1937, part Ш, pages £01 and 318. 


(А) Tho expression "Chief Controlling Revenuo Authority" bas been defined 
in the samo Oribe by inertion of claus Ф.Х of section 3 of tho General Clauses 
Аш, 1907 (X of 1807), as allow 
"Chief Conteolling avenue Authority" or "Chief Revenue Authority” shall 
men 
ig) in States wham thors is a Board of Rovonun, that Bonrd i 
(0) in Staton where thom is а Revenus Commisómor, that Commissioner; 
ie) in tho Punjab, tho Financial Commissonar rand. з 
(4) мету such “authority aes in relation to matters enumerated in 
Lint Y in tho Seventh Sobodale to the Government of India Act, 1080, 
tho Central Government amd in relation to ther matters, tho. Stated} 
Government, may by notifieation in tho Olei] Gasnito i 
(cide ths Bihar Gace, dated the 28th Apri 1927, part ILL, page 290). 
(B) The expresion "High Court" hae been defined in cse 24 of sootion 
з of tho Gonoral баажы Ast, 1897 (X of 1807), as follows + 
"High Court” used with reference to civil prosssdings, shall moan the highest 


Civil Court of appeal (not i ‘he foderd Gourt) im the parh of 
‘Sri dia int «Мен the Aet or Regulation containing expression. 
operates." 


[4] Substituted by A. О. 1950 for "Provincial". 


of such documents as are, in the opinioà of the authority making 
the rules, not of sufficient publio value to justify their preservation. 
(2) The authorities shall be 
(a) in the case of documents in the possession or custody 
of a High Court or of the Courts of Civil or Criminal 
jurisdiction subordinate thereto,—the High Court 
(0) in the case of documents in the possession or custody of 
Revenue Courts and ofücers—the Chief Controlling 
Revenue Authority; and 
(c) in the case of documents in the possession or custody of 
any othor publio officer, — 
@) if the documents relate to purposes of a State, 
the State Government or any officer specially 
authorised in that behalf by that/Government; 


(ii) in any other case, the Central Government or an 

officer specially authorised in that behalf by that 

Government. 

(3) Rules made under this section by any High Court or by a 

Chief Controlling Revenue Authority or by an officer specially 

authorised in that behalf by any State Government shall be 

subject to the previous approval of the State Government; and 

rules made by an officer specially authorised in that behalf by 

the Central Government shall ‘bo subject to the previous 
approval of the Central Government. 


Norm. Under sub-setion (1) of азса 124 of the Government of India Aot, 
1988, tho Government of India has entrusted to Stats Governmants with 
D (Mi he funotions of the Conteal Government under this Vaoction 
(оов 3 of tho Dostruction of Records Aot, 1917) m ulation to dooumani or 

pors relating to subjecte which are administered by the Stai 


papers lating to tho ‘Stato mubject wil apply mutes" mutandis A tho 
focumonts and papara. 2 

4. Validation of formar rules for disposal of documents.—All rules 
and orders directing or authorizing the destruction or other disposal 
of documents in the possession or custody of any public officer, 
heretofore made by a Stato Government, or with the approval 
of the State Government by any authority not empowered 
to make such rules under the Destruction of Records Асі, 1879 
(IIT of 1879), shall be deemed to have had the force of law’ from 
tho date on which they were made, and all such rules and orders 
now in force shall continue to have the force of law until they are 
superseded by rules under this Act. 

Хотк.—Ошу ono rule was mado under sestion 4 of tho old Aot IIT of 1879, 
which is reproduced in rale 247 of this Мала 

5. Saving of certain documents.— Nothing in this Act shall be 
deemed to authorize the destruction of any document which, under 
the provisions of any law for the time being in force, is to be kept 
and maintained. 

6. Repeals.—The enactments mentioned in the Schedule are 
hereby repealed to the extent specified in the fourth column thereof. 


THE SCHEDULE. 


‘REPEAL OF ENACTM ENTS. 


[See section 6.] 


Year. Short title, Extent of repeal. 
1 3 4 
1870 ‘Tha Destruction of Records | The whole, 
Ant, 1879, 
1008 The Indian Registration Act, | "The words "and also for tho 
1908. destruction, of, sud Doo, 
papers пеня mi 
Wem] no longer bo kopt” 
Gauso (a) of sub-section (1) 
‘| of 90. 
‘The Oficial Trustees Act, | Clause (ee) of subsection (8) 
1013. of section 30. 
1013 ‘The Administrator. General's | Clause (J) of anb-seotion (2) of 


Act, 1913. 


estion 60. 


iv 
PREAMBLE. 


Nore 1.—Rules of the Records Manual apply to all offices 
subordinate to the Board.—The instructions contained in this Manual 
apply primarily to the offices of Collectors and their subordinates, 
but they should be followed, as far as possible, in all offices 
subordinate to the Board, including those appertaining tothe Excise, 
Salt, Customs, o., Departments, any material deviation therefrom 
being reported for the orders of the Board. 

Norm 2.—Charge of record-room and copying depariment.— The 
record-room at district headquarters will be under the charge of a 
Deputy Collector who will be called the record-room Deputy Collecter: 
but in special cases it or the copying section of it may be placed 
in charge of a Sub-Deputy Collector. Whenever this is done, the 
term Deputy Collector in the Manual should be held to signify also 
Sub-Deputy Collector. The Deputy Collector or the Sub-Deputy 
Collector in charge will be held responsible for the proper workin, 
of the record-room and the copying department in accordance wit 

ules of the Records Manval. In addition to the daily super- 
vision of the record-room and staff he will each half-year make a 
thorough inspection. А note-book will be kept in the record-room 
in which all important orders will be entered. "he six-monthly 
inspection notes will be kept in a separate inspection register. In 
both the English and the vernacular record-rooms should he hung 
up a list, to be kept up-to-date showing who have been in charge, 
ав Deputy Collector and Record-keeper of the record-room, and the 
duration of their charge, 


THE BIHAR KECORDS MANUAL, 1960. 
CHAPTER I.—English Records. 


(A) RULES nELATINGO TO CURRENT ENGLISH CORRESPONDENCE 1N 
OFFIOESSUBORDINATE TO THE BOARD, WHERE THE FLAT FILE 
SYSTEM AND STANDARD FORMS POR CORRESPONDENOR HAVE 
"BEEN INTRODUCED. 


i. The system detailed in the following rules provides for 
classliying, registering, and keeping the correspondence of an 
office — 


Firstly, by departments ; 

Secondly, within cach department, by “collections” of papers, 
‘each collection having its consecutive number and 
distinctive title ; 

Thirdly, within ench "collection" by "fles!" each fle having 
its conseeutive number within the collection, ant 
its “subject” clearly designated. 


‘The papers within each file should ordinarily be of foolseap 
sige and of good quality. Where they are not of this size, they 
should be folded to fit into the same space, if larger than foolscap 
size : if smaller, they should be pasted on to a sheet of foolscap. 

2. Files.—A single file consists of every letter received and 
every draft of a letter or memorandum issued in the course of а 
consecutive correspondence on one subject. Each paper is to be 
placed flatly in chronological order, i. e., the first letter issued or 
received at the bottom, the next above it, and so on, the letter of 
latest date being at the top. 

3. Serial number.—(1) Each letter will have assigned to it а 
consecutive number within the file to which it belongs, called the 
serial number. 

(2) Every document of the nature referred to in rule 227 
received with a letter will have assigned to it а sub-numbor. For 
example, if the letter is numbered 12, the private document or 
exhibit received with it will bear the number 12(a). If more 
documents than one are received with a letter, sub-numbers 12(a), 
120), 12(0), ete., will he given to them. 

4, Keep-withs.—With each letter or draft should be kept any 
enclosures of the letter, i.e. papers which are sent with the letter 
and are intended to be read as part of the letter and kept with 
it, and any office notes which passed with regard to it; theso are 
technically called “keep-withs,” and except as provided in rule 


iius 
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3(2), do not bear separate serial numbers as part of the correspon- 
dence, These papers will be stitched together with cotton in the upper 
left hand corner and will form one unit under one serial number 
in the file. 


5. Colleetlons.—A “collection” is an aggregate of the files, 
the subjects of which fall under some general classification and which 
are tied up together and kept together on the racks for the sake 
of convenience and for economy of space. For instance, the English 
correspondence regarding tho settlement of one ordinary estate will 
constitute a file; a number of such files will be kept together in one 
collection, of which the title would be "Settlements"; so also 
there may be а collection entitled ‘Wards’ Estates," another 
"Embankments," and so on; each such collection would consist of 
во many separate files, cach file containing correspondence relating 
to one ward's estate, or to some one distinct question relating to 
One ward's estate, or to one embankment. It is convenient, in 
starting this system, that the Collector or Subdivisional Officer should 
from his general knowledge of the business of the office, sketch out 
а list of collection titles, which suggest themselves to him under 
each department. But the number of collections and their titles 
must not be rigidly fixed; they be freely added to in the 
course of the year, as found conveni ce, although one 
collection would be entitled ““Wards’ Estates" within which all files 
regarding wards’ estates would ordinarily fall, yet in any district in 
which one or more very large estates entailing much correspondence 
happened to be under the court, it would be convenient to have a 
separate collection for each of such estates, within which the corres- 
pondence on each different question might form a soparate file. 


6. Miscellaneous collection.—Many letters received in, or issuing 
from, collectorate and subdivisional officers are of very transient 
interest, or aresuch that the correspondence begins and ends with 
one letter and its reply. The classification of such letters and the 
sorting of them into files and collections will not be worth the 
trouble it would entail, nor is it necessary. In each department 
should be opened a “Miscellaneous collection,” within which all 
such letters may be placed chronologically without reference to 
subjects, in а separate miscellaneous file. 


7. Departments. —The correspondence of a Collector's office may 
be divided into the following departments, and as many others ав 
may be found convenient :— 

I.—General Department. 
IL.—Account and Treasury Department. 
IIL—Excise Department. 
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8. Registers.—Tho smooth working of the system will depend 
much on the correct and careful registration of the letters received 
and issued. Three annual registers will be maintained, viz. — 


I.—Register of letters received. (No. 60.) 
IL.—Register of letters issued. (No. 61.) 
ILL—Index Register of English correspondence. (No. 62). 
‘Tho forms of these registers are annexed in Appendix A. 


volume I of this Register will bo noted all 5, whether from. 
Government, Board of Revenuo or from other ofices. In]volume II all unimportant 
lottars and other ot в ze paturo, ө к routino oturma, 


“А niae G 
Ries, aton Wi be enters Taas Бле (no. Ol) wil also bo maintained i 
шош the mie Mawr aa o Boot Бейит A 


E 
I 
i 
Е: 
it 
i 
i 
i 
j 


hs two registara will bo mado u 
oneteoner, the Collestor or tho Subdivisional Ой, ae U bs, 
SI bo from tima to timo rovimd by them afar scrutiny of volumo I ma wll ax 
Volum IL or tho Reosipe and Tawa Roguters.” 

9. Divisions of registers into departments. —Ordinarily each of the 
Dopirtments mentioned in rule 7 will keop its own set of registers 
nnd its own series of numbers. 
0. Loose sheets of register, forms or bound volumes to be 
used. Departments in which the correspondence is large should 
indent for registers 60, 61 and 62 in bound volumes of 400, 200 or 
100 pages. But departments with a smaller correspondence should 
uso a typod flap-heading and indent for loose sheets, without head- 
ings, but ruled properly. "Tho required number of sheets should bo 
bound in red Eharua cloth. When these kharua bound volumes 
aro, in accordance with rule 77, consigned to the record-room, the 
record-keoper, as soon a a sufficient number of volumes relating to 
a particular department has accumulated, shall after taking out the 
blank pages, if any, have them rebound into a volume of suitable 
sizo, On the back of each such volume he will paste a label 
showing the departments and the years to which the contents relato. 

41. Subdivision of registers of each department.—In large offices 
it is sometimes found convenient to subdivide each department, 
so that each of the officers with whom much correspondence is 
carried on may have his own registers and series of numbers ; but 


this will rarely be necessary. 
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12, Index Register no. 62.—The Index Register will bo divided 
into “collections”. The subjects of existing files are first entered 
with their new serial number, and ample space is loft for entering 
new files as they arise. The amount of space so left will depend 
on the probable number of now files, but should never be less than 
half а page for each collection. The arrangement of records of 
current correspondence on the racks or in the almirahs in the 
English office will be in collections exactly corresponding with the 
collection title entered in the register. Within the collection tho files 
should be kept according to their serial order within their collection. 


(B) TREATMENT OF FRESH LETTERS RECEIVED. 


18. Procedure to be followed on opening letters,—All 
correspondence received will be opened by the Collector or some 
other responsible officer to be deputed by him for the purpose. 
Immediately after the correspondence is opened, lotters to be entered 
in volume I of the Receipt Register will be marked ‘Important’. 
‘Those not so marked will be treated as ‘Unimportant’. There will 
be occasional check of the entries in volume II of the Receipt 
Register to ascertain whether any important correspondence has 
not inadvertently found entry therein. This check can be combined 
with the serutiny of the pending lists as laid down in rule 34-A. 
When the letter or telegram is opened, the officer opening it should 
mark on it by stamp or in writing on the first page the date of 
receipt. When the document is received in the office, the head 
assistant, or an assistant specially deputed by him, will affix the 
two stamps on the left and right-hand top corners at the first page of the 
document as mentioned below. The head assistant will then fill in the 
‘spaces provided for the department and class of papers to which the 
document, belongs and note in. peneil for the guidance of the diarist 
the collection under which it falls, Tho head assistant is responsible 
for the correct classification of the papers. The letter will then bo 
made over to the diarist who will enter it in the "Register of 
letters received," columns 1 to 6 being at once filled in, but 
columns 9 and 10 being left blank till the letter is disposed of. 
The date of receipt entered in this Register will be the date 
marked by the opening officer and not the date of receipt in the 
office. Tho necessary entries will then be made in the space 
provided in the docket stamp. 


14. Whenever any reply is received necessary entry will at once 
be made in columns 7 and 8 of tho Register of letters issued. 
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18. The following forms of docket stamps should be used :— 


Left-hand docket Right-hand docket 
stamp. stamp. 


46. If the letter be the commencement of a now and not in 
continuation of an existing file, it will form the nucleus of a new 
file, to which will be assigned, the next consecutive file number 
within the collection to which it belongs and also a suitable filo 
“subject” or “title”, An entry of the file will then at once be 
made in the Index Register- 


17. Procedure for putting up letters.—If the letter is in continua- 
tion of a file, which bas already been formed, the reference clerk: 
will got out the file, to which it belongs, will assign to the fresh 
letter the next consecutive serial number of the series of letters of 
‘that file, will place the fresh letter on the top of the file, and 
write up the fly-eaf, which will remain with the file. When a 
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private document or exhibit is received with a letter, its sub-number. 
should be separately entered in colamn 1 of the fly-leaf, its descrip- 
tion in column 2 and the letter D in column 5. ‘The serial number 
of the letter should be entered in the space provided for the 
purpose in the docket stamp. Ho will enter in pencilon the miargin 
of the letter the serial number or numbers of the previous letters, 
to which reference is made, and will, when necessary, get out any 
other filos required for the elucidation of the subject-matter of 
the new letter, References to letters in the current file should 
ordinarily be made as above indicated, but flags may bo used to 
mark letters in other files put up or maps or enclosures to letters 
in the original file, to which reference is made or required. The 
greatest care should be taken by all, through whose hands tho 
Papers pasa at any stage not to mix up the letters belonging to 
differont files; each fle should always be tied up firmly and 
separately. 


48. The roforence clerk will then submit the case ко prepared 
direct to tho oficerin-eharge or to the head assistant,* as the 
practice of the office may be. 


19. Notes and Orders.—Tho oficer-in-charge will either draft 
а reply or pass such order as may bo required. The draft reply 
should be on а separate paper of {оосар size and not on the 
Jotter itself, or should be afterwards copied on a separate paper by 
ihe office. If the order be written on a separate piece of paper, 
the piece should be of foolseap size, and it should be stitched to 
the letter as directed in rule 4 above. If the order is short, it 
may be written on the blank space on the left margin of tho 
Jotter, and continued on the blank space at the end of tho letter. 
‘There must be nothing written across the letter, and care must bo 
taken that each order or remark follows the other in regular 
succession, one below the other, and finally is continued, if necessary. 
on foolscap attached to the letter. 


20. Note and order-sheets.—In Commissioners’ offices “Note 
and Order-shects” may be used at the Commissioner's discretion 
in files dealing with important matters. 
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21, [Reminders,—Reminders received should be noted in columns 7 
and 8 of Rogistor no. 60 of letters received, against the letters on 
which, they аге received. They are to be treated as "C" class 
papers. 


22, Treatmont of ackaowledgmeni.—4 mere acknowledgment 
should not be treated аз a fresh letter, but should be noted in 
columns 7 and 8 of the issue register against the letter to which it 
refers, When an a>knowleigmen® only is issae1, it should similarly 
bo entered in columns 9 апі 10 ofthe receipt register: Taoy ar» 
to be treated as "07 class papers. 


(0) TREATMENT OF REPLIES ISSUED. 


23. Issue of letters. —Wlen а draft has boon written or approved 
and it is intended to bs entered in volume I of the Issue Registor, 
it should bo marked ‘Important’. Those not so marked will be 
treated as ‘Unimportant’, "There will be occasional check of the 
entres in volume Шоб the Issue Register to ascortaín whether any 
important letter haa not inadvertently found entry therein, This 
chook can b» combined with' the sorutiay of the pending lists as 
laid down in rule 34-A. All pages of the draft if more than one 
should bo stitched together in the left-hand upper corner. 
If there are enclosures to the draft they should be kept with the 
drafe, and should not be given a separate serial number. If the 
draft’ belongs to one previously constituted file, but opens a new 
correspondence, it will form the nucleus (i. e. no. 1) ofa new 
file to which the next consecutive file number within its collection 
should be assigned, and the entry of the filo should then be made 
ut once in Index Register under the collection to which it belongs, an 
appropriate "subject" or “title” being devised. The copyist will 
mako the fair copy for issue on the form prescribed, if any and 
submit it for signature. In each fair copy of a letter the date of 
tho draft should be noted under the place for the Collectors’ 
signature; this will enable the Collector at a glance to check delay 
in the Copying Department. 


24, Enter the issuing letter in Register no. 61 of letter issued, 
filling in columns 1 to 4 and entering the reminder, if required, in 
columns 5 and 6. 


25, Enter tho register number and the date and give the number, 
of the collection and file, to which the letter belongs, on the draft 
which is to comain in the office fite: £ 


9 Ba, of Rov.—2 
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26. Affix the two docket stamps as given below, one in the 
left-hand upper corner and the other in the right-hand upper corner 
and then make the necessary entries thereon :— 


Lof-band docket Right-hand dockst 
stamp. samp. 


27, Assign the serial number to the issuing letter as for lottors 
received, vide гое 17. 

28. In the fair copy, fill in the number of tho letter, ©, 
no. 707|R. S./XII 3—19 (which moans letter no. 707 in Register, 
no. 61 of the Settlement branch of the Rovenuo Department, 
Collection no. XII, filo no. 3, serial no. 19). 

29, Date and despatch the fair copy. 

30. Write the actual date of issue on the draft, below the date 
of the letter, and place it in its proper place at the top of the 
file. 

31. ЕШ up columns 9 and 10 (no. and date of reply) in the 
“Register of letters received," opposite the letter, if any, to which 
the outgoing letter relates. 

32. The above operation having been completed, the cleck® in 
charge of the record will enter the nowly-issued letter on the fly- 
leaf and return the file to its proper place in the collection to 
which it belongs. 


“Reference clerk in the current recond-room, 1 


| 
| 
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Entry of subject of letter.—In column 5 of Register no. 60 
and 3 of Register no. 61 tho subject of the letter received or issued 
should be entered with the utmost concisoness consistent, with clear- 
moss as to what it relates to. On no account should an abstract 
of the letter be given. The entries should very seldom state mora 
than is given in the specimens in Forms 9 and 10 in Appendix A. 
In many cases indeed it may sufice to enter merely the “file 
subject”. 

34. Number of typewritten copies to be prepared.—It happens 
not unfrequently, that orders or reporta in the course of communi- 
cation, through the official channels, to the officers for whom they 
ато ultimately destined, are copied and recopied in every successive 
office they pass through. As typowriting machines are now in 
general uso, a good deal of timo and labour would bo saved, if tho 
issuing offices peopared and transmitted, with the original typo- 
written orders or reports, the nocessary number of typed copies 
for the offices which they will ultimately reach. Ordinarily, three 
copies can be prepared on foolscap paper by a singlo operation from 
a typewriter. And if moro than three copies uro required, they 
may bo obtained by duplicators whore they are in use. Whore 
there is no such machine or when less than seven copies aro 
required, threo copies only should be prepared by typewriters and 
transmitted, leaving tho remaining copies to be prepared in tho 
offices through which the orders or reports would pass. 

34-A.—A ponding list of all letters received or issued will be 
prepared in the form given below. Such а list will be 
monthly separately for each volume of the Receipt and the Taso 
Registers and submitted with the Receipt and Issue Register on 
tho 10th of the following month to the officers concerned for 
scrutiny and orders. 

Form of monthly pending list. 
Receipt 

Serial no, of x Register, volume I/II. 
Issue 


Subject . 
Date of Receipt or Issue. 


Present stage. 


1 2 
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(D) Reaxpmns. 


35. If the officer who drafts a letter that requires а reply has 
passed therein no order regarding the issue of reminders, and the 
gonoral orders оп the subject have been issued by the Collector, 
tho ministerial head of the department or branch concerned will 
noto on the draft the necossary orders. When in the letter itself 
а reply is called for by a specified time, the day following the 
expiry of that period should be fixed as the date for the issue of. 
a rominder. Similarly when the reply has to be incorporated in 
а торот} which is due to a superior authority by a fixed time, and 
no timo has been specified for the receipt of the reply, the minis- 
torial head of the department or branch will note on the draft 
when a rominder should issue. The order regarding the reminder will 
bo written in the appropriate space. If it is om plain paper, the 
order will bo written on the top right hand corner after affixing the 
docket stamps. 

36. When the letter is entered in Register no. 01, the clerk in 
chargo of that register will copy this order regarding reminders 
across columns 5 and 6 of the register and will bo responsible for 
duly issuing the reminders. 

37. Ordinarily reminders should issue in the printed form pres- 
cribed for the purpose, 

88, In ordinary cases, and in the absence of spocial orders under 
rulo 35, tho first reminder should issue one month from the issue of 
tho original letter. It should be followed by another reminder after 
14 days. If no reply is received within 7 days the case should be 
submitted by the clerk in charge of Register no. 61 to the head 
assistant of the department or branch for his orders, and the 
latter will, if necessary, consult the officer in charge. In all cases, 
howover, it should be distinctly understood that, notwithstanding 
tho absence of special orders, rominders should bo issued at earlier 
periods when the clerk in charge of Register no. 01 can seo from 
tho subject of the letter or judge from known circumstances that 
an early reply is desirablo: in such cases ho should take the orders 
of tho head assistant of the department or branch, and this should 
usually be done at the time when he enters the letter in the 
Register. 

89, In issuing a reminder care should be taken that the subject- 
matter of the letter, to which it refers or of the enquiry to which 
tho reply is wanted, is invariably given in а clear but conciso way 
in order that the officer, who receives the dak, may at once know 
what is wanted without referring to the office.” This rule applies 
to all reminders of every kind. 
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40. Any lottor, regarding which the Collector has passed special 
orders for the issue of reminders or, in which a reply has boen 
asked for by a specified time, must be entered by tho head minis- 
terial officor of the department concerned in a "Forward Diary," 
undor the date on which tho reminder is to issue; and that officer 
will bo responsible for the issue of the reminders. 


41. When no reply is needed, this will be expressed by “N. Б.” 
(No reply) in column S of Register no. 61. For letters described 


in rulo 40, 8, R. (Spovial reply) will be entered across the columns 
5 and б. 


42, When in any office or branch of an office the number of 
lotters issued is very small, the “Forward Diary" may be used for 
all reminders. 


43. The clerk in charge of Register no. 61 will note in columns 


5 and 6 of that register all reminders issued by him in the manner 
illustrated thus :— 


“A No. , dated tho Ist April 1909” for (first 
reminder). 

25 No. _ , dated the 15th April 1900” (for second 
reminder). 

^S. R. or D. O., dated the Ist May 1009 (for special or 

domi-official reminder). 

“Tolo, dated the Sth May 1909" (for tolographic reminder). 

44. Tt will be his business to scrutinize Register no. 61 daily 

to ensure that reminders are promptly issued; and he will be res- 


ponsible for all delays, except those which arise in connection with 
"special order" letters roforred to in rule 40. 


(E) Fomwanp Diary, 


45. The Board prescribes a "Forward Diary" (Form no, 18, 
Appendix A) for uso by ministerial heads of departments and others 
in the Collectorates and Commissioners" offices, tho nature of whose 
work requires them to put wp cases, files or letters on particular 
dates. "The Diary should be used by such officers as the Collector 
thinks necessary. ‘The Diary does not supersede any existing 
prescribed register. 


40. The following instructions are given for the use of tho 
Forward Diary 


(а) The dates are printed on the edge of the Diary. For 
each date there aro 12 compartments, facing the date. 
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Ordinarily the top left-hand compartment on tho page 
would be for January, the next for February, the next 
for March, and so on. For each day's entries ono of the 
12 compartments should be used. When the number of 
entries is likely to be ordinarily very large, two com- 
partments may be used for each day of a month. In 
this case tho Diary will be for six months only, and 
another Diary form will be brought into use after six 
months. 

(0) In the space below the name of the month, the numbers 
of the cases, files or letters required to be put up on 
the date against the page should be noted, 

(c) All entries made against a day should be struck out 
at the end of tho samo day, those not disposed of on 
the day being entored against the dates when they have 
next to be taken up. 

(4) Possibly in small branches of his office the Collector may 
find this diary useful as a Takid Register where the 
card reminder cabinet. system is not in force. (See also 
rule 42.) 

4T. The Forward Diary might be used as a case Diary whon 
the number of cases is very small, 


(F) RULES ron THE TREATMENT OF CONFIDENTIAL CORRESPONDENCY. 


48. Confidential Communieations.—The following rules regarding 
despateh and preservation of confidential communications should he. 
carefully noted, and adhered to by all officers through whose hands 
confidential communications may pass. Ve 

49. When confidential papers are sent out of an office, they 
should be placed in double covers, the inner cover being scaled 
marked "Confidential"—and superscribed with the name only of 
ihe officer for whom they are intended, the outer cover being 
addressed by his official designation only and without the addition 
of his name. 

50. When letters are received in an office they are usually opened 
by somo trusted official, whom the head of tho office appoints to 
that duty. When he, on opening a cover, finds inside another 
envelop marked "Confidential" and addressed by namo to the head 
of the office, he should be careful not to open it, even if tho 
hend of the office is away on tour. The addressee should invariably. 
open the inner cover himself and allow no subordinate to open it. 


(Bengal Government no. §75-P dated the 100 March 1805.) 


ie 


51. Confidential papers should not pass through the office in 
the usual course. Only the head of the office and one or two 
trustworthy clerks (whose names are to be noted) should deal with 
thom. ‘They should pass ftom hand to hand and should either be 
delivered personally or be sent in sealed covers. 

52. Confidential papers should be classified as follows :— 

(a) Papers (mostly printed) which are confidential in a minor 
Dr more or lees formal senso, such as weekly reports 
on Indian papers, confidential circulars issued by 
various departments, and certain annual reports of the 
Political Department. 


(0) Character statements of subordinate officers. 


(c) Papers which are confidential only during the pendency 
of discussion and not after a decision has been arrived 
at. 


(d) Papers which are strictly confidential, such as weekly 
police abstracts and the demi-official correspondence 
of heads of offices with one another or with the Governor. 
direct. 


58. Papers falling under heads (a) and (b) should bo kept in 
the office in а box or almirah fitted with a Chubb's lock, the key 
of which should remain with the Personal Assistant where thore is 
one, or with the head assistant unless for any reason the head of 
the office thinks it necessary to keep himself. They should be 
ontored in а special register, in which should be entered the date 
of receipt, the number and the date of the letter, the subject to 
| which it relatos, and the nature of the action taken, When a 

caso is taken out of, or returned to, the almirah or box, a note 
| to that effect should be mado in the register. An index o the 

register should be prepared in offices in which the cases are considerable 
| in number, The register and index should also bo under lock and key. 
| When the officer in charge of these papers goes on leave, Һе should 

hand over the key to his «ucoessor, aftor verifying the contents of 
tho box or almirah in his presence. 


54. Papers falling under heads (c) and (d) should be kopt in 
а locked box or drawer in the personal custody of the head of 
the office. When vacating his office he should personally hand 
‘them over to his successor. 


| 
| 
18 
| COEM с. 
a 
! 


| 
| 

| ~ 

| (Bengal Government Cirenlar по Sz dated the , rh Малой 1007.) 
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55, At tho ond of each year the papers of ull four classos 
should bo exkmined under tho personal supervision of tho hond of 
tho ofico; and papers, which it is no longer necessary to Көөр, 
should bo destroyed, and papers falling under heads (c) and (d) 
should bo transferred at his discretion to tho office almirah. 


56. When tho office initiating correspondence considers that there 
is nood for special secrecy, ho should always indicate that fuct. 


57. Commissioners of Divisions, District Officers and Hoods of 
Dopartments should koop specially confidential papers in a safe, 

N: В,—Тъ» hond of the ос» iy hemy rales is tho ices wh 
аха un the od Te Ple a Commissioner p Col 


Toul of à Dopart Tw Board of Revenue, te 
be 


makes appoint 
Тинг Judge 
the cand mAy 


ni, Sors 


(G) ARRANGEMENT оғ vines дур COLLECIIONS OP CURRENT AND 
RECENT EXGttsw CORRESPONDENCE. 


58. Current correspondence.—In addition to tho correspondence 
of tho curront year, that of tho preceding one, two, or threo years, 
(аа found convenient) may bo treated as “recent correspondence" 
and kopt in shelves in the clerk's room for ready referoneo in 
chargo ofa reforoneoclork. At tho end of each year, the correspondence 
of the year which passos out of the category of "recent corres- 
pondonco," for oxample, eorruspondenes over three years, will bo 
transferred to the record-room, as describod belaw in cules 771081. 


59. Shelves to be divided into compartments.—The current corres 
pondonco sholves should be divided into compartments. If the 
cormspondencs of more than one dopartment is kopt in one room 
а, conveniont number of compartments should bo assigned to each 
department, and should bo labolled accordingly. 


80. Every collection should bo kept in its proper place in tho 
shelves, and every filo in its proper placo within the collection, 
except when it is in actual uso. 


61. Fly-leaf—In сусту file should bo kept a fly-leaf, io., list 
of the letters, which constituto it, an addition being made to tho 
list, as before directed (see rules 17 and 32), as each letter is 
ruceived or issued. Tho form is given in Form no. 21, Appendix В. 


62. Fhy-leaf to be permanently kept.—Tho fly-loaf of English 
correspondance will bo printed on stout paper. If it contains any 
А lotters, is will be permanently kept, and will at once indicate 
in which filo any required paper is to be found or that it has 
boon destroyed. 
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. When a whole filo is removed, otherwise than for dealing 
with letters nowly reosived as provided for in rule 17, the fly-leaf 
attached Lo a filo board is to bo left behind in its place. When 
e filo is roturned, tho fly-loaf will be replaced on the top of the 
file. 


| 64, Removal slip.—Whenever a paper is removed. from a filo. 
«| romoval slip note is to bo kops in it to indicate whore tho papor 
has boon removed. ‘Tho form of removal slip is given in Form 
no, 24, Appendix B. 


5. Treatment of removal slip note.—When any registr or bound 

volume is sont out of the English ойо or record-room, a removal 
slip note attached to a filo board (as a mero slip by itself is likely 
to be lost) should always bo put in the place whence tho register, 
ote., was removed. This slip will give a description of what has 
boon removed, and will show where and to whom it was sont, 
and the date of its removal. This removal slip should be dostcoyed 
whon the register or bound volume is returned. 


| 66, Clerks are not allowed to keep masses of pending files on 
their table.—Corrospondenos clorks aro not to be allowed to keop 
on their dosks massos of ponding files in order to go over them 
periodically to seo if in rogard to any ono of them action has to 
bo takon. No clerk should b» allowod to have by him any filos 
savo thoso actually requirod by him to dispose of work in hand. 


67. Treatment of current correspondence after/the close of year.— 
At tho end of the current усаг, before tho correspondence of that 
ear is transferred to recent correspondence and the rocont. corres- 
pondenee of the third preceding year is transferred to tho old 
correspondence in the record-room, every collection and file of tho. 
yene just ended must be gone through and examined. 


68, All tho finished and completed files of tho yout just ended 
must be transferred to the rack assigned to the correspondence 
of the first year of recont correspondence. Similarly the files of tho 
first recent year must be transferred to the rack for tho second 
year and th the second yese to the rack for the third year. 


69. Printed slip for pending files—Form ne. 29,—As regards the 
correspondence of the year just ended, all the pending files, i.c., 
files in which correspondence is not completed, will ordinarily bo 
retained: with the files for the now year, their placos in the original 
collections beirg taken by the printed slip for pending files, Form 

9, Appendix B. properly filled up and completed. Tho separation. 
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of such files from the collections, of which they originally formed a 
part, will be final. For the purpose of tracing them in future, а 
note must be made at once against the entry relating to such files 
in column 4 of the Index Register no. 62 that “File по. 
has been transferred t» and has become File no. 
collection no. .. of the year . Similarly in 
column 4 of the Index Register no. 62 of the new year a note 
will be recorded showing the old file number of the previous year. 


70. The files will be treated in every respect as files of tho 
new year and fresh letters received and issued will bo given serial 
numbersin continuation ofthe last numberin the files so transferred. 


71. When, however, such files ace already bulky, the transfer 
neod not be made, and а new file may be opened for the new 
Your stacting with a fresh serial number. In such cases the previous 
year's file will be tied up with the new file so long as required 
& removal slip being kept in its place as provided in rule б! 
When no longer needed, it will be restored to its place in the 
collection of the year to which it belongs. 


72, If at any time а matter is re-opened, the filo in connostion, 
with which has been transferred eithez to the first, second or third 
year's recent correspondence or to the record-room itself, tho 
procedure in rules 69 and 71 should be carried out. 


73, Destruction of "C" papers.—Beforo transferring any corres- 
pondence to the record-room under the above rule, all "C" papers 
should be removed from the files and destroyed. 


74. Spare copies of printed letters.—Sparo copies of printed let tors 
must not be kept in the filo, but must be separated and kopt in 
а bundle. "hore will be one bundle for each department, and each 
year a fresh bundle will be started. The bundle for threo years 
"will be kept in an almirah in the room where the current records 
are kept. Atter three years the bundle will be removed to the old 
record-room where it will be deposited їп a place to be assigned 
for spare copies. In front of the bundle will be suspended a lable 
with the words— 


Spare copies of 
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15, Inside the bundle the letters will, as soon as received, be 
placed according to the order of their receipt, a list being kept at 
the top of the bundle of the contents in the form :— 


(a) Dato of removal of 

(0) amber of copies 
moved: 

(0) balano төш; 


Date of| 
receipt, 


s | Agicot| 1900| т 
фина) 
loan, 


76. Peridical ruturne will have assigned for them a separate shelf 
of compartment. 
(Н) ARRANGEMENT OF FILES AND COLLECTIONS or OLD ENGLISH 
CosRESPONDECE. 


TT. Transfer to record-room.—As mentioned in rule 98, as soon 
n4 possible after the close of each year, the correspondence of the 
year which has passed ont of the category of “recent correspondence,’ 
Will be transferred to the record-room as old records, along with 
the registers of letters received and issued for that year and the 
Index Register of collections and files. Without these registers 
the record-keeper must decline to receive any correspondence, 
except under express orders of the Collector. It is also the duty 
of the record-keeper to make such a scrutiny of the records made 
over to him as will satisfy him that all "C" papers have heen 
destroyed, that each file has a proper fly-leaf, and that the payor 
are arranged in due serial order. 

78. Removal of the file-boards—Use of printed slip —Form no. 
31.—Hefore placing the files so transferred on the old record racks, 
all file-boards must be removed. "The boards, so removed, if fit 
for uses must be put aside with their tapes and made over to Ше 
Form clerk to be entered in his Stock Register and issued as required, 
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The record-keeper should have a supply of fileboarde for use in 
connection with files called for by the reference department from 
the old record-racks. The boards not fit for use must be repaired, 
if necessary, by the daftari and put into the stock of stationery 
and forms for re-issue as required. A printed slip, Form no. 31, 
Appendix B, should be pasted on the fap of the file-board when 
the board is utilized for a file. When the board is required again 
Yor a frosh file, fresh slip should be pasted over the first one. 

79. It is forbidden to the Forms Department to issue to the 
Board of Revenue and its subordinate offices file-boards containing 
any printed inscription. 


80. Missing tiles to be accounted or.—When a year's corres- 
pondence is made over to the record-keeper, if any of the files ave 
not made over to him because they have been transferred to the 
hext year or because they are missing, he must report the facts to 
tho Deputy Collector in charge of the zecord-room, and the Deputy 
Collector must satisfy himself in regard to the files alleged to have 
boon so transferred that they have been transferred and must give 
the record-keeper а certificate to the effect. Any omissions that 
are discovered must be brought by the Deputy Collector to the 


notice of tho Collector, and also the facts in regard to all missing 
files. 


81. Arrangement in record-room.—All the records of one year 
Sleposited as old record, will be kept on the old record-racks together. 
‘Thy recor] of each year will be divided into departments and the 
departments subdi llections, within which the files will 


be arranged numi cconlîng to the number which they 
hear in Index И 


32. Files to be placed vertically and tied up in packets of 
sufficient size to fill the depth of the shelves.—Form no. 30,—.\s 
mentioned in rule 78 the file-bourds are to be removed from the 

and the latter will then be arranged in due sorial order in 
l«ctions. ‘The collection will be tied up and placed standing 
upright on the shelf with list in Form 30, Appendix B, on its 
front. If the collection is too deep for the depth of the shelf, 
ít will be divided into two or more packets with Form 30, Appendix 
B, on each, If the collection is very small, it may be attached 
to the next serial collection or collections to make a packet deep 
enough to fill up the depth of the shelf, Each packet must have 
a tat board before and behind, 


33, Contents of packeis.—Form no. 30.—On the front of the flat 
hoard of each packet will be pasted Form 30, Appendix В. 
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84. Packets to be arranged by departmenis.—The packets so 
formed will be arranged by departments on the record-racks, and the 
year to which the packets belong should be labelled in the past of 
the rack which is assigned to them 


85. On the label of Index Register no. 62 will be noted the 
number of the rack, compartment and shelf where the files entered. 
in that register are to be found. Each rack. compartment and shelf 
must have its number conspicuously painted on itself, if possible, 
otherwise on a black tin label with white lettering securely fastened 
in its place. 


86. Checking of stamps by record-keeper—It shall be the duty 
of the record-keeper, on receiving records from any office or depart- 
ment for deposit in the rocord-room, to ascertain personally 
through the examination of a responsible assistant that on every 
document chargeable stamp duty the head ministerial officer 
oncerned has made the preseribed entry as to sufficieney or other- 
wise of the stamp borne [rule (12), section IV(a), Part IIT, page 
267 of the Bihar Stamp Mannal, 1935] and that the rules regarding 
cancellation of court-fee stamps have been properly carried out 
Should any of the stamp show signs of having been tampered with, 
or should there be any deficiency or any suspicious circumstance 
he must at ones submit а report to his superior officer. This 
examination may be made atthe time of second punching prescribed 
in rulo 87 below., 


87. Second punching by record-keeper.—The record-keeper of 
«уму court or office shall, when a ease is decided and the record 
consigned to his custody, punch a second hole with a triangular 
puneh in each label distinet from the first, and at the same time 
note upon the fly-leaf the date of his doing so. The second punch- 
ing should not remove so much of the stamp as to render it 
impossible or difficult to ascertain its value or nature, and should 
be made on the day the records are received in the record-room, 
or as soon after as possible and should not await the inspection 
or examination of the records. "These directions apply only to 
adhesive labels used under the Court-fees Act. Impressed stamps. 
used for denoting court-fees need not be cancelled, or punched, 
otherwise than as required by section 30 of the Court-fees Act- 
‘The portion punched out must be destroyed by burning. 

(Т) CLASSIFIOATION, PRESERVATION AND DESTRUCTION oF ENGLISH 
CORRESPONDENCE КЕРТ IN BOTH THE CURRENT AND THE OLD 
Rrconp-Rooms. 

38. Preliminary.—The following rules are issued with the sanction 
and approval of Government for the offices of Collectors of Revenue- 


ог 
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and of all offices subordinate to a Collector. Commissioners and 
other officers subordinate to the Board will be guided by the 
spirit of the rules in dealing with the records of their own offices, 
and in accordance therewith will exercise their own discretion in 
directing the destruction of unnecessary papers. 

89. Classification of records.—English records will be classified 
on the same principle as vernacular papers. Class A will contain 
papers to be permanently preserved, class B will contain papers to 
be destroyed after twelve years, and class C will contain papers 
that need not be kept for more than (wo years. It is generally 
possible to determine at once to which class a letter will belong, 
and to prevent an undue accumulation and neglect of this work, 
it is desirable at once to distinguish all letters as A, B, or O, and 
mark the B and C letters by hand. The C letters should, when 
the correspondence is closed, be separated from tho rest and tied 
up in a separate packet. This packet should, however, be tied 
up with tho packet of A and B letters of the same correspondence 
until the time comes for destroying the C letters. Documents 
marked D on the fly-leaf as prescribed in rule 17 should Ье left 
with the letters with which they were received and should be 
dealt with at the proper time as prescribed in rule 

90. Responsibility of officers.—The Collectorate head assistant 
will be primarily responsible for seeing that the English records 
aro intelligently classified in accordance with these rules, In cases 
of doubt, the head assistant will obtain the orders of the Colletor, 

91. Knowledge of offcer to be tested—Befure any officer is 
entrusted with B and C stamps, the Collector must ascertain that 
he has made himself thoroughly acquainted with the table given 
in rule 100. 


92. Supervision of Collectors.—It will always demand the exercise 
of considerable tact, local knowledge, and intelligence to prevent 
the destruction of papers that may be needed for future reference. 
Much, therefore, must depend on the careful supervision of Collectors. 
No rules can be applicable to all districts in all cases, and it is 
not intended that the classification now prescribed should be 
arbitrarily followed without the exercise of any individual discretion. 
Such discretion will generally be more soundly exercised in the preser- 
vation than in the destruction of a record of doubtful importance. 

93. Object of the classification.—The three lists given in rule 
100 contain the detailed classification by which officers are to be guided 
in the destruction of English correspondence. "he object of this 
classification is to provide for the permanent preservation of all 
Teally important papers, and at the same time to ensuro the periodi- 
eal destruction of the mass of ephemeral and trivial correspondence 
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that now blocks up the record-shelves and almirahs in the local offices. 
It will be observed that it is “correspondence of importance" only 
that is classified underclass A. The object of this classification is 
to enable a Collector to weed the files of papers of no. permanent 
value. Tt is evident, for instance, that correspondence regarding 
the establishments for making settlements and surveys need not 
be kept for ever, though it may be well to keep it for more thun 
two years. In such matters the discretion of a Collector must be 
exercised. 

94. Correspondence bound up in books not to be destroyed.— 
No early correspondence that has already been bound in books is 
on any account to be destroyed without the special sanction of the 
Board. This sanction will, as a rule, only be given when such 
books are in such a state of decay as to be practically useless, 
or when a procedure has been followed similar to that described 
by Mr. Toynbee in the preface to his Sketch of the Administration 
the Hooghly District from 1795 to 1845, published at the Bengal 
Secretariat Press in 1888, 

95. Revision of record-rooms to be made every five years (Quin- 
quennial revision)—Although, according to the lists, papers in 
class A are to be kept "for ever", an expression used because 
it is unsafe to fix any period within which they may be unobjec- 
tionably destroyed, it is necessary, in order to prevent the excessive 
accumulation of papers, to make arrangements for periodically 
Telioving the record-rooms of old papers which ate really of no 
permanent importance or administrative interest. Such a revision 
should accordingly be made every five years by an Assistant or 
Deputy Collector (unless the Board, upon the receipt of а report 
as to the state of the record-room, approves of the revision being 
postponed for another period of five years), and a report made to 
the Collector upon whose authority the superfluous records will 
then, after personal inspection, be destroyed. The next revision 
of the record-tooms should be in July, 1960, and subsequently 
at exact intervals of five years; bnt if any record-room is generally 
so dark in July as to impede the work materially, the Collector 
may select another month. 

96. Receipt and Issue Registers to be kept permanently. Receip. 
and Issue Registers of English correspondence should be preserved 
permanently. 

97. A note should be kept on a label inside the front cover 
ot Register no. 62 showing — 

(a) where the collections and files referred to are stacked: 


(b) the annual total of letters received and issmed in each 
department. 
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А specimen of the proposed entry is given below :— 
Year 1906-07 
Collectorate side, 
Department—Wards, 


‘Total number of collections. 2 Tto XX 
"Total number of letters received in 1906-07 2,000 : 
"Total number of letters issued in 1006-07 .. — 1,800 

Toll .. 3800 


Placed in record-room on Rack no. 11, shelf no. 1. 


Fly-leaves whieh contain any A letters should. be preserved 
permanently, while those, which contain only B or C letters or 
hoth, should be destroyed when the letters are destroyed, 


99. Memorandum to be kept. 
correspondence destroyed „пт alwn; 
rule 280(0). 


100, Detalled classification —The following table shows the 
classification of English correspondence and other English records. 


A memorandum of English 
be made and recorded, vide 


Crass А. 
Papsrs to be unmarked and to be retained for ever. 


Correspondence of importance regarding — 


Settlements. Land registration. 
Surveys. Common and special registration. 
‘Waste lands. Malikana. 

‘Embankments. Civil suits. 

Irrigation. Service tenures. 

Drainage. Sales. 

Government estates. Enhancement of rent. 

Escheate. Court of Wards and other private 
Endowments, estates managed by the Collector. 
Stamps, Land improvement. 


Resumptions, 
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Boundaries, Land Acquisition, 
Partitions, Local cess, 
Redemptions, Statistics. 
Transfers. Forest conservancy. 
Remissions and abatements. | Floods. 
Customs. Famines. 
Salt. Titles conferred by the Govern- 
Excise. ment of India. 
Assessed taxes. Pensions 
Jurisdiction. Appeals, where the question is 


one of permanent interest, 


All annual reports and returns. 
All resolutions on those returns, 


All circulars from Government, the Board, Legal Remembrancer, 
Accountant-Coneral, ete. i 


АП letters communicating rules and general instructions. - 

Correspondence: on other subjects of importance to be included 
at Collector's discretion. 

‘All old: correspondence already bound up in books. 

All printed reports and books, including regulations and Jaws. 


‘The classification in the record room of official publications, 
reports, etc. will be found in the Bengal Government, General 
Department, Miscellaneous Cireular no. 40, dated the 30th July 
1901, to the address of Commissioner.** 


All maps and survey records. 
‘All lists of papers destroyed. 


District and Subdivisional Officers’ confidential note book (pres- 
огей in Bengal Government order no. 42 Misc, dated the 25th 
November 1008). 


"Old Coss retumu are to be destroyed when a revaluation bus been made. 

{мөө cases are to be preserved fore years afier retirement of the оет 

{They should be treated na "C" class popers if they are blank 

“The Provincial (now State) Government have since directed that tho half-yoarly 
Civil Lista, supplied to the District Officers, should, bo treated as В от C clase papers 
im the district libraries ва the Commissionor of the Division may decide. 


9 Bd, of Rev.—3 
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Crass B. 


Papers to be marked with the letter B, and to be kept for twelve years. 


Correspondence regarding — 
Any of the subjects mentioned 
under class A, which is of 
comparatively small import- 
ance and whieh itis obviously 
unnecessary to keep beyond 
twelve years. 


Securities of officers, except 
those of ministerial officers 
who are dead and no longer 
in servic in which case they 
become C papers, the period 
of retention being calculated 
from the date of termina- 


Tents. 

Economie museums. 
Takavi advances. 
Executions of decrees. 


tion of service, 

‘Treasure trove, 

Recovery of stamp fees. 
Opinionson Acts and Bills. 


Public Works and Buildings. | Appeals, except where the 
Reoord grant. question is one of permanent 
Stationery, З interest. 

Matters of account. Appointment and dismissal of 
Budgets, * ministerial officers. 


Embezzlements. Leave, appointment and charge. 


: П 

Vakalatnamas and Mukktarnamas, except when the records in 
which they are filed, are to be preserved permanently. 

Other correspondence of a miscellaneous nature to be included 
at the Collector's descretion. 


‘The following quarterly, half yearly and ‘ister reports aud 
returns, viz, :— 


T—Detailed account of estates held under direct manage- 
ment. 


TA—Return of advances made on account of works of 
improvement in Government estates outstanding 
more than three months. 

IL—Proceedings under the Rent Laws. 
V—Certificates fled under Bihar and Orissa Act IV of 
1914. 
IX—Abatements of revenue and removal of estates, 
X—Demands, collections, remission and balances of land. 


revenue. 


‘Detailed budget estimates of an office should be preserved for 5 oar. 
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XVIIL—Progress in taking up lands for public purposes. 
XVIII(a)—Progress made in the temporary occupation of land 
under section 35, Act I of 1894, for public 
purposes. 
Monthly returns ХҮШ and XVIII(1). 


XXXIV—Progress made in valuation or revaluation operations | 
under the Cess Act. 


XXXVIII—Demands, collections and arrears of cess on land 
and mines. 


XXXIX—Subsidivry statement or explanation sheet of figures 
shown in cross-head 5 of table IL, of return 
no. XXXVIII (used in districts where the rato 
of local cess is not the same). 

All resolutions on above returns, — 

Diaries of District Officers in the Sadar and of Subdivisional 

Officers in that sul ion. 

Inspection memoranda and orders. 


Petition for leave to appear at the Revenue Agents’ 
Examination. 


Fire reliof records. 
Money order, acknowledgment receipts and postal receipts in 
respect of pensions paid by money order. 
Crass O. 
Papers to be marked with the letter O and to be destroyed after two years, 


All the diaries except those already noted under class B. 

All quarterly, half-yearly and kistwar reports and returns except 
those already noted under class B. 

АЙ monthly returns except ХҮШ and XVIII(a). 

All returns from subdivisions and other subordinate officers 
incorporated in the district returns. 

All resolutions on above returns. 

All weekly and fortnightly returns. 

All the blank reports and returns. 
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All reminders, memoranda, and similar unimportant small 
letters in classes A and B. 


Dak and town despatch-book. 


Applications from ministerial subordinates; indents for forms 
and stationery. 


Accountant-General’s objection statements and -explanations 
thereon. B 


Office copies of the salary bills of gazetted officers (including 
Sub-Deputy Collectors). 


Office copies of absentee statements. 


Statement of monthly progressive expenditure and correspon- 
dence relating to discrepancies in figures. 
101. Such letters of transient interest as under rule are 


placed in the Miscellaneous Collection, are ordinarily to be included 
in class “O”. 


102. Assessment lists, counterparts of ehalans, records of objecta. 
tion cases, ‘Treasury Officer's daily advice lists of income-tax collco- 
tion» and other misssllaneous papers should be considered as 
falling under class C. 


103. Excise records.—The records of the Excise Department 
will be treated in the same way as those of other departments 
according to the rules in this Manual, and will be preserved or 
destroyed according to the classification. 

104. The special rules for classification and preservation, ete., of 
Election papers, records of the Department of Commercial axes, 
the Workmen's Compensation Act records and papers relating to. 
the punitive tax [that is, the extra on special police, as indicated 
in Appendix 63(V)(10) of the Bihar and Orissa Police Manual, 1930, 
Volume ILI] will be found at tlie end of Appendix D. 


(J) Рпосертвв ғов резтапотох or B Азр О PAPERS. 


105. Annual destruction of “б” papers and its procedure.— 
There will be a destruction of English correspondence every усаг 
in the month of August; but if any record-room is generally so 
dark in this month as to impede the work materially, the Collector 
may select another month. As regards "C" papers they must, in 
accordance with rule 90, be destroyed at the expiry of two years, 
and the duty of destroying them falls entirely on the department 
to which they belong, and not on the record-keeper. If he is satisfied 
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that the department has carried out the rules and classified all 
the papers properly in the beginning, the officer in charge of the 
department will sanction the destruction of these papers without 
farther scrutiny: but if in any file it is found that the classification 
has been left undone or carelessly done, he will at once order 
their classification. This annual task of sorting the records for 
“O” papers, their destruction, and the rearrangement of the remaining 
papers will be performed by the permanent staff of the department, 
and no temporary staff should ever be employed for these purposes 
without the special leave of the Board. No separate list of these 
"C" papers need be prepared, for they are noted on the fly-leaf 
of the file at the time they are first received or issued. 


106. Procedure for checking "C" papers in each file.—When 
the files are made over at the end of the three years to the rcoord- 
keeper, all he will have to do as regards "C" papers is to satisfy 
himself that the fly-leaf contains an entry about every serial number 
of the file, and that the class of every serial number has been 
duly entered on the fly-leaf, It is not his business to check the 
classification, If he finds that any serial number is not entered, or 
has not been classified, he will immediately return the file to the 
officer in charge of the department for tho omission to be repaired. 


107. Procedure to be followed in the destruction of “В” papers. 
Similarly, in August of each year, unless the record-room is во 
in that month as to necessitate the selection of another month as 
permitted in rule 105, the record-keeper of old correspondence will 
under the sanction of the Collector or Deputy Collector in charge 
of the record-room, destroy all the “В” papers which have completed 
their twelfth year. Instead of going through all the papers of each 
file, the record-keeper is to find out from Form no. 30 pasted on 
the front of the flat-board of each packet, what flos require sorting 
for destruction, having completed their twelfth year in that year, 
and to get down those files only. ‘Then the procedure prescribed 
for the destruction of "C" papers should be followed in the des- 
truction of "B" papers. No separate list of “B” papers is required 
before destruction, 


108. Period for destruction of “В” and “С” papers.—Tho annual 
destruction of "C" papers will include no papers on which final 
orders were passed later than the 31st March of the third preceding 
year. The same principle is to be followed in calculating the 
‘twelfth year for the destruction of “B” papers. 


109. Destruction of exhibits or private documents.—It is to be 
clearly understood that these rules for the destruction of English 
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correspondence do not authorize the destruction of any exhibits or 
private documents. The rules which govern the disposal of such 
documents will be found in Chapter V. 


(К) CLASSIFICATION, PRESERVATION AND DESTRUCTION OF GAZETTE! 

, 110. India Gazette.—The India Gazette is not required by dis- 
trict officers. - Copies of parts V and VI of the Gazette, in which 
the Indian Legislature Bills and Acts are published, may, however, 
be purchased for use. 

111. Bihar Gazette.—The Bihar Gazette consists of the parts 
noted on the margin. 


Paer 2. Appointment, Postings, Trane. "Two copies of the gazette 
Pene Жа doder are supplied to each 
Jesi s. Opler Vor semanas of District Oficera end one copy 
olunteer Come to each Subdivisional Officer. 

Fut EB. Programmes and Reus of O Cach S 
pi om жинала awe Af district headquarters one 
of Scholarship, ee. complete copy should he kept 
Tan LO. Edna Notes, Reus of in the office for three years 
Port 1, Regulations, Orders, Notifica- Only for referonee and then 


tions, dus, ote, wood by sold as waste paper. ‘The 
theorem "o Bier aud j 
fhe Goreme of Bihar and other copy, with the exeep- 
Pact TI. Onley, RONEN and der tion of Parts -D, 1-0, IX and 
of the Government of Jodin, TXA, should be bound with 
of ihe ботата of Boor! the indexes at (lio cod of 
extnicted from the бегене of each half year ending on the 


Port IY... ayia and Provincial Gazette. 30th June and 31st December 
Tat V ID Bü innroduced into the Bihar and preserved for 35 years. 


Legislature, Reporta of Bele б 4 
orate, Reports of Seet Parts I-B, I-Cand IXA should 


Logialature aod Bills published Бе bound together with the 
fore, introduction in that respective indexes at the end 


$a улс cs Mtn of the calendar year and pre- 
by te Presiden ® ® served for 19 years. Part 


Fat ҮШ o. Бш introduced ш Daniae, 1X Will not be bound but will 


new in Pactiament be kept for three years only 
pac E 

©ошынкев тонне to Pes and then sold as waste paper, 
Балит Be pulled 

meer ойнап n Paella complete сору of the 
gazette should be bound at 


Part 1X Advertisements, Notion, ete. fhe ond of each half year 
Part IXA .. Salo Notes of the Foret and preserved permanently 

ricus in each Commissioner's office. 
Port X 2. Circulars and General letters If а District Officer wishes 


by the “Arcouitant-General, to refer to any older gazette 
Bihar. he may obtain it from the 
Supplement. Commissioner's record room. 
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112. At subdivisions, the gazettes should be kopt unbound. 
‘The unimportant parts should be sold as waste papers after 3 years 
and the important parts, such as Bills, Acts, notifications of 
Government, ete., after 12 years. 


(L) CLASSIPIOATION, PRESEEVATION AND DESTRUCTION OF REGISTERS. 


118. Label of register.—A label should be typed in ofice and 
aflixed to the outside cover of each Register showing the number, 
name, period of preservation and the authority prescribing it whether 
Government, the High Court, Board or Law. Samples are given in 
Forme nos. 22and 23, Appendix B. 

114. List of authorised registers and preservation and destruc- 
tion of those registers.—In Appendix Eis given a list of all autho- 
rised registers, branch by branch, showing the period for which each 
isto be retained. Registers which according to that list are to be 
preserved for three years or less should not be consigned to the 
rocord-room, but should be retained in the office in which they were 
Written and should be destroyed by that office with the Collector's 
sanction on the expiry of the prescribed period. АП other registers 
аго to be consigned to the record-room as soon as completed. Those 
that are to be preserved permanently will be entered by the record- 
keeper in Register 57, and those that are to be preserved for more 
then three years but not permanently, in Register 57-A. Registers 
57 and 57-A, the forms of which are given in Appendix A, Forms 
nos. 7 and 8, are to be preserved permanently. 

Nore 1.—Rogisters of Revenue Deposite should not. bo aa "completed" 


until the outstanding balances lapse to overument after 2 years as laid down in 
"Artislo 300 ог the Civil Account Code, Volume 1, th Edition (iud reprint), 1005. 
Мота 2.—In districtu where old registers are maintained, under горой Acte 


(oir AL X GE 1900 and 1 of 1879) thoy wil be preserved or destroyed according 1o 
‘the rules in existence at the time those Acta were in force, Jas 


115. Registers 57 and 57-A.—Registers 57 and 57-A should be 
arranged by branches as given in Appendix E, and for each branch a. 
separate volume or set of pages should be provided in accordance 
with the estimated requirements of space for the registers relating 
to that branch. Similarly within the volume or set of pages, one 
page, or a series of pages according to estimated requirements of 
space, should be set apart for the entries of the completed volumes 
of each separate register. When the allotted space has been exhaust- 
ed, tho entries should be carried forward to a new set of pages in the 
same volume, or in а new blank volume as may be found con- 
venient. 

Each volume should be given a consecutive number which 
should be marked on the outside of the volume. The name or 
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names of the branch or branches contained in each volume should 
also be written on the outside of the volume. 


At the beginning of esch volume should be pasted an index in 
the following form.— 


ace of temas. |! оваа а ваша AC 
p 

pun ES eme eee 

Die s | Cu bos o amp fer «| en. 


An Index of branches should also be kept in the following form 
and pasted into the first volume of register 57 and of register 
5TA :— 


‘Name of branch. Numbers of volume or volumes. 


— Eee 
116, No unauthorized register should be kept in any department. 


117. Introduction and retention of registers not expressly autho- 
Tised.—lf the Collector considers a certain register, not prescribed 
by higher authorities, essential, such register may be kept provided 
the Commissioner sanctions its adoption as necessary owing to 
local circumstances, but not otherwise. 


118. List of registers kept in each department.—In each depart- 
ment should be hung up a list showing the registers kept in such 
department. This list should be signed by the Deputy Collector 
in charge and be kept upto date. Where any clerk is found usi 
а register not entered in this list, he and the ministerial head of 
the department should be required to show cause why they should 
not be punished. 
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419. Destruction of registers after they are rewritien.— When all 
the entries in a volume of a register are recopied into а new volume 
the responsible ministerial officer should certify in writing on the 
new register that it is im accordance with the old register, and the 
Deputy Collector in charge of the department, or in the case of 
registers kept at subdivisions, the Subdivisional Officer should counter- 
sign and date such certificate after such test as the Collector 
may prescribe. "The old register volume, provided it is not one of 
the registers prescribed by law, will then be destroyed. 


120. Register to be kept in English.—Registers must all be kept. 
in English. 
(M) CLASSIFICATION, PRESERVATION AND DESTRUCTION or TREASURY 
RECORDS. 


121. The treasury records mentioned in Appendix Е may be des- 
troyed after the period noted against them. 

122. The rules regarding the destruction of accounts records 
appertaining to the accounts audited by the Indian Audit Depart- 
ment are contained in annexure В to Chapter I, Section ХШ of 
tho Bihar and Orissa Account Code, 1926. 
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CHAPTER II.—Vernaeular Records, 


A.—RULBS nELATING то CURRENT VERSACULAR RECORDS. 
Nove,—Uailor tho tarm "Vernacular" are included. records, whether in 
Bnglish or in узтшешы У, Se: 2 


_ 123. Departmental heads—The business of a Collector's office 
is divided into departments, a ministerial officer being placed ut 
the head of each department and held responsible far all the papers 
of every сае in his department until it passes into the, hands of 
the record-keoper under rule 125. An officer may be in charge of 
more than one department. 

124. Superintendent to distribute and supervise,.—The Superin- 
tendent. is responsible that the papers daily received are daily made 
over to the officers in charge of the different departments, and duly 
filed and entered on the combined title-page and fly-leaves and in 
the books, and disposed of with due care and attention to arrange- 
ment. It is the duty of the Suporintefdent also to see that cases 
required for the Collector's proceedings are duly brought forward 
by tho officer in charge of the departments at the times appointed, 
and that each case or paper is returned daily to the proper depart- 
ment before the office breaks up. 

125. Procedure for delivery of vernacular records to record- 
keeper.—The office in charge of each department should enter every 
caso as it is instituted in the particular register prescribed for the 
Purpose. All records which are not required for immediate referenco 
must be transferred by the department concerned to the record- 
keeper within the month following that in which the records have 
been disposed of. (The exact date on which each department will 
send its records will be fixed by the Collector under rule 146.) 
‘The date of transfer is to be written against the entry of the caso 
in the departmental book. ‘The rocord-keeper must receive every 
completed ease whenever tendered to him, signing the entry in 
evidence of his having received the case, except that in respect of 
landlord fee cases and those relating torent suite (in districts where 
they are tried by Deputy Collectors). The records ean be sent 
monthly to the record-room with duplicate lists in High Court 
Form 20(R), when the record-keepor will only sign and return the 
duplicate Form. Tho Superintendent ia responsible for these ins- 
tructions being duly attended to. He will sce that records are not 
unnecessarily detained by the departmental officers on the plea that 
they are required for reference. 

126. Combined title page and fly-leaf for vernacular records.— 
To each case except as provided in rule 171 isto be attached 
а "combined title page and fly-leaf” on which a descriptive list of 
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all the papers in the case to be given with a suitable heading 
descriptive of the mature of the case, the name of the estate and 
pargana to which it pertains, and the names of the principal parties 
Concerned. The entries of papers in the list are. to be made daily 
by the responsible officer, as the papers are filed and in the order 
in which they are filed. The combined title page and fly-leaf must 
never be changed, and the writing of it must nob be deferred will 
the case is ready for transfer to therecord-room. ‘The form of the 
combined title page and fly-leaf will be found in Form no. 26, 
Appendix B. 
Norn.—Applioations for tof deposite, in rent 

col enr hemos, D emen ederet з рыб of ihe opi ds 

427. Every exhibit or other document belonging to a private 
party filed with an application or other paper will have assigned 
to it a sub-number. For example, if the application or paper is 
numbered 13, the exhibit or private dooument filed with it will bear 
sub-number 13 (a). If more documents than one are received with 
an application or paper, sub-numbers 130), 1с), ete. will be 
given to them, ‘These sub-numbers will be entered in column 1 of 
tho combined title page and fly-leaf, the description of the document 
in column 2and the letter D in column 6. 

198. Preservation and destruction of combined title page and 
fly-leaf—The combined title page and fly-loaf of vernacular re- 
cords will be printed on stout paper. It will have the class of the 
highest paper entered init. If there isan A paper entered in iby 
then the combined title page and fly-leaf willbe an A paper, Other- 
‘wise, it will be a Bora C paper, as the case may be, and destroyed 
along with its В ог C contents. 

129. Order sheet.—To each record of land revenue cases is to 
be attached an “order sheet” in Form no. 20 in Appendix В, 
to enable the Revenue officers to sce at once the progress of every 
case from its institution to its close and the manner in which their 
orders have been carried out. ‘The form is intended to contain 
a note of every hearing as well as every order made in the case. 


B.—AnnANGEMENT OF CURRENT AND OLD RECORDS ORDINARILY KEPT 
IN THE VERNACULAR WHEN DEPOSITED IN THE RECORD-ROOM, 


180. Each to have separate press.—A separate press or other fit 
receptacle for the secure preservation of papers is to be assigned 
to each department of business, the key of which is to be in the 
custody of the officer in charge of the department. 

431. Arrangement of vernacular records.—In the arrangement 
of the vernacular records ofa district the principle to be followed 
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isto keep together as much as possible all the papers, which relate 
to one estate (whether it be revenue-paying or Tevenue-free) and to 
Keep the papers of each estate separate from those of another 
estate. The papers relating to revenue-free estates aro kept in а 
separate place from those for revenue-paying estates, and are arrán- 
ged on the shelves according to their serial number in Land Regis- 
tration Register B. The papers relating to revenue-paying estates 
Are arranged according to the serial order of their tauzi number. If 
the papers of an estate are so voluminous ав to require subdivision, 
they may beso subdivided according to local convenience. 


132. Tauzi numbers and Register B numbers to be wirtien on 
Shelt,—On each shelf, or compartment ofa shelf, will be clearly and 
durably written or painted in a prominent place the tauzi numbers 
or Land Registration Register B number of the recorda thereon, 
0.8. T. пов. 501—700 ог В nos. 250—500. 


183. Papers of a general nature will have assigned to. them 
а sepurate shelf or compartment. 


134. Estate party in other districts—It sometimes happens 
that estates, or more frequently, portions of estates, аге situate in 
one Collectorate, as defined by section 3, Act VI of 1853, and 
borne upon the revenue-roll of another. In such a case the records 
should be kept in the record-room of the district on tho revenuo- 
roll of which the estate is borne, and not in that of the district 
where the lands, or some of them, lie. 


185. Exeeptlons.—This rule should not apply to thakbust and 
survey maps, which should remain where they are now deposited, 
Patni records, i.e., records of the patni sales should be kept in tho 
district where the sale takes place. ‘The records ofall cases finally; 
disposed of under the Public Demands Recovery Act, or under the 
Rent Law in force in districts where rent suits are tried by Revenue 
Officers and records of cases under sections 12,13,14,15, 18 and 
107 of the Bihar Tenancy Act, and corresponding section of other 
Tenancy Acts should be kept in the district in which they are so 
disposed of. 

136. Exceptional arrangement allowed.—Wkere arrangements. 
upon these principles may be impracticable, such other arrangement. 
as is more suited to the condition of landed property in the district 
may be introduced, with the approval of the Commissioner. The 
object is that it should be known what papers are in the office 
and where they are to be found. Uniformity, though desirable, is 
not to be enforced at an expense of time and trouble which may 
be saved by adapting the arrangement to the circumstances of any 
district. 
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137. The records appertaining to chaukidari chikran lands and 
land acquisition cases should be kept in the district in the jurisdiction 
of which the lands concerned are geographically situated, 


188. Chaukdari chakran lands and land acquisition records how 
to be arranged.—The records of land situate as described in tho 
procoding role (Le. not belonging to estates borne upon the 
district rovenue-roll) should be arranged, by estates, in the space 
allotted to the pargana to which they belong, in a different, series 
from that of the estates borne upon the rovenuo-roll. 


189. Estate papers required for English correspondence — 
Whenever important papors belonging to an estate bundle aro 
roquired for reference in connection with a case and are placed in 
a file of correspondence, a slip giving the reference to the File no. 
and Collection no, and year should be put with the estate papers 
in tho bundle in tho rocord-room. The papers themselves, as soon 
as they aro no longor roquired for referenco, shall be restored to the 
bundle. When they aro thus transferred from a file a removal 
slip note, that they have been put back in the estate bundle, 
should correspondingly be made in tho file. 


140. Estate settlement papers required for English corresponden. 
Many important matters in connection with settloment are decided 
by correspondence, and in the absence of rules for the di«posal 
(ultimate filing) of this correspondence, the Board bolieves that the 
papors are kopt sometimes with the settlement nathi and sometimos 
in the ofico filo without any cross-references. The Board now 
diroots that the originals of all important orders should always bo 
kept in the settlement nathis, copies being kept in the English 
Office filos with clear references to the nathis in which the originals 
ате kept. Reference notes should also be made in the nathis to 
tho files where copies are kopt. 


141. Arrangement of cases in bundles—All cases of whatever. 
nature, except Land Acquisition records for which a special proce- 
dure is proscribed in rule 142 at page 138 of the Land Aequi- 
sition Manual, 1952, connected with one estate, are to bo kept. 
togethor. Each caso is to be tied up separately (between boards, 
or in cloth, if choapor), and all tho cases of ono estate aro to bo 
included in one bundle and with each bundle a list in Form no, 
Appendix A, of tho cases enclosed therein(not the papers, but 
moroly the eases), and the date of the year in which they occurred 
are to be put. When any fresh caso is added, the name and dato 
are to be added to the list. This rule docs not apply to C papers 
separated off for eventual destruction. 
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142, Comparison of contents of bundles with lisis.—Tho record- 
keeper should examine each working day the contents of one bundle 
to aco if tho contents agree with the list in the bundle, which list 
as well as the corresponding entry in shelf Register 41 of records 
is to be signed and dated by him to show when he mado the 

json, As each bundle is examined, it should be plainly 
marked, initialled and dated outside by the record-keoper. Oppor- 
tunity should then be taken to sce that all B and C papers have 
been destroyed in due time, and omissions of this nature, as woll 
as the faot that any papors aro missing, should be reported to the 
Deputy Collector in олатро of the record-room. 


443. Register 41 (Form no. 1).—From the list of contents of 
the bundlos proscribed in rule 141, a Register (no. 4l) ia to be 
kept up for each shelf or slmirah. ‘Tho sanction of tho Bonrd 
should be specially obtained whenever Register 41 is rewritten, Tho 
form of the register ix given in Form no. 1, Appendix A. 


444. Register 41-A (Form no. 2).—Rogister 41-A of rocords of 
cases not conneoted with any estate is also to bo maintained. "The 


form of the register is that shown as Form no. 2, Appendix A. 


145. Register showing receipt and disposal of records (Register 
4i-B, Form no. 3)—Register 41-B shall be kopt by ihe record- 
Kooper, showing tho receipt of records by bim and his disposal of 
thom. ‘The form ofthe register is given as Form no. З in Appendix A, 


146. List of Courts and Departments from which the record- 
keeper has to receive records.—A list of all tho Courts and Depart- 
ments from which the record-keoper has to receive records should 
bo prepared and tho Collector should fix the dato on which each 
Dopartment is to transmit its disposed of records to the rocord-room. 
Th) dato should be fixed in consideration of the volume of work in 
cach department so as to ensure as far аз possible that tho 
records will como in evenly throughout the month and that one 
Datch will bo registered and shelved before anothor batch is due. 
‘Tho last date for the month should be fixed so as to allow plenty 
of time for registering and shelving all the records before the end 
of the month. Tho roster should fix dates for receipt of sub- 
divisional as well as sadr records, For the form of tho list, see 
Form 19, Appendix A. A copy of the list should be pastod inside 
Register 41-B, and another copy should bo hung up in the record- 
keeper's office, and the record-keeper should examine it every day 
‘and sond a reminder to each defaulting department on the morning 
After the default, The list should be shown to tho Collector nof 
Jess than опоо a month. 
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147. Procedure for sending records to the record-keeper.—Tho 
hoad of each department should forward to the record-keepor with 
each monthly or quarterly batch of records and each annual batch 
Of registers a certificate that all records of the previous months 
have been deposited in the secord-room except tho records noted 
below which are required for immediate reference. ‘The record- 
keoper should sea. that the records which have not been deposited 
during the month in which they were due to the record-room are 
accounted for in the next month. 


148. Reference to record-room and removal slip.—When any. 
case is required from the rocord-room for reference, tho officer of 
tho department in which it is required is to give a note to the 
reoord-keeper, specifying the caso required. The record is immodin- 
toly to be furnished, and the note kept in the bundle threaded to 
the removal slip note, the form of which is given in Form no. 25 
in Appendix B. If the Collector thinks fit, the removal slip may 
bo used as a requiring note by the officer sending for the record. 


149. Register 41-D (Form no. 5).—On the return of tho record 
the noto is to be given up and cancelled. A register shall bo kopt 
by tho rocord-kooper, showing the rocords sent out from the record. 
room. The form of the register is given as Register 41-D, Form no, 
5, in Appendix A. This form is to be used for all vernacular as 


woll as English records removed from the record-room whether 
current or not. 


150. Index of unreturned records.—At the end of each year 
tho serial number in Register 41-D of records, which have not 
boon returned, should be brought forward in red ink bofore any 
entries relating to the new year are made. It will be tho duty 
of tho Deputy Collector incharge to examine tho register poriodi- 
cally and tako steps to secure the return of these records, and as 


each is received back its serial red ink number should bo crossed 
ош. 


151. Records retained in record-room to be entered in prescribed 
register—Excopt records under examination prior to admission, no. 
Tecords should be retained in the record-room which do not find 
entry in ono of the prescribed record-room registers. 

152. Registers 41, 41-A and 42 must be kept up regularly, 
Collectors are held personally responsible for the expense of writing 
these up should they bo suffered to fall in arrear, 


153. Valuable documents.—All quinquennial papers and rent-free 
registers, copies of title deeds, bonds for loans granted under the 
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Land Improvemont and the Agriculturists’ Loans Acts, otc, and 
other valuable documents are to be kept under double lock 
and key, either in a wired rack or іп а separate almirah, tho. 
front and sides of which must be furnished with wire-work, so as 
to admit the freo circulation of air. E 


154. List of records keptin almirahs.—In each of such almirah 
or wired racks should be kept a list showing what is contained in 
tho almirah or rack, and the documents should be arranged and the 
lists written in such a way that any document required can be 
at once found. The contents should be periodically compared with 
the list by the Deputy Collector in charge of the record-room 
and the results of his comparison recorded in his inspection note. 


155. Survey records, Register 42 (Form по. 6).—The survey 
records, which admit of arrangement by villages, aro not to be 
mixed up with those relating to ordinary matters connected with 
land revenue, but are to havo separate prosses and separato regis- 
ters. All pargana volumes, estate and villago registers, and such 
documents as consist rather of volumes than loome shoots tied 
togothor must have a distinct shelf with a separate list forming rn 
appendix to the general survey Register 42. ‘The form of this 
rogistor is given in Form no. 6, Appendix A. The survey records 
and maps must bo specially inspected and. mentioned in the 
Commissioner's report of his visit to the Collector's office. 


456. Settlement records under the Tenancy Acts.—The original 
sottloment records of private and ward’s ostatessurveyed and settled 
aro to bo made over to the Collectorate record-rooms of tho dis- 
tricts in which the estates are situated. These records are public 
documents, and tho rules for their custody are the samo as those 
which apply to the oustody of other public documents. Tf parties 
concerned with the survey and sottloment proceedings desire to 
inspect the records and take copies of them, the rules in Chapter 
ҮШ are applicable to these as to all other records. 


457. Duties of record-keeper as to checking of stamps.—It shall 
be the duty of the record-keoper on receiving records from any 
office or department for deposit in the record-room to aseortain 
personally or through tho examination of a responsible assistant 
that on every document chargeable with stamp duty the head 
ministerial officer concerned has made the prescribed entry as to 
sufficiency or otherwise of the stamp borne [rule 12, section IV(a), 
part ПІ, page 267 of tho Bihar Stamp Manual, 1955], and that the 
Fules regarding cancellation of court-fee stamps have been properly 
carried out. Should any of the stamps show signs of having been 
tampered with, or should there be any deficieney or any suspicious 
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cireumstanco, he must at once submit a report o his superior 
officer. This examination may be made at tho time of second 
punching prescribed in rule 158 below. 


158. Second punching by reeord-keeper.—The record-keeper of 
every court or office shall, when a case is decided and the record 
consigned to his custody, punch a second hole with a triangular 
punch in each label distinct from the first and at the same time 
note upon the combined title page and flydeaf the date of his 
doing so. The second punching should not remove so much of the stamp 
asto render it impossible or difficult to ascertain its value or nature 
and should be made on the day the records аге received in the record- 
room, or as soon after as possible, and should not await the ins- 
pection or examination of the records. ‘Those directions apply ошу 
to adhesive labels used under the Court-foes Act. Impressed stamps 
used for denoting court-foes nood not be cancelled or punched 
otherwise than as required by section 30 of the Court-foos Асі. 
"he portions punched out must be destroyed by burning. 


159. Prozedure when a record shows sum due to Government.— 
It should b» established as an invariable rulo that when а record 
shows a cortain Governmont due as recoverable in connoction with 
it, tho record-k»eper should refuse to take it over without the 
express orders of tho Collector, unless it contains the troasury 
receipt for this duo. 


46). Checked by record-Keeper.—It is the duty of tho rocord- 
Kooper to check the classification made by tho departmental officors 
and not to place any case on the racks until ho has satisfied him- 
golf that the papers have beon correctly distributed into the throo 
files. He is also to compare the entries referred to in rule 169 
below with the records thomsolves and sign the certificate at the 
foot of the combined title page and fly-leaf, 


161. Distribution in record-room.—Files A and B are to be 
deposited in the place on the racks to which the case properly 
belongs. Files C and D are to be placed on a separato sot of 
tacks, set apart solely for C papors and private documents. File 
DD will disappear at the samo timo as tho С files, after tho pro- 
cedure described in rule 228-B(3) in Chapter V has been carried 
out. 


462. Arrangement of C papers.—The arrangement of tho papers 
оп the rack assigned to Обоз is not to be by paganus and 


9 Bd. of Rev, —t 
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тыз, but according to dates of docision and classes of casos, 
thus— 


SI for pasen deci in January 1910, | Shelf for cass decided in February 1010, 
divided iato ал many Бнз ax thst | subdivided Mum cr eno et i 
^ = hare ro camen Of ans 


s] se) s | na | мыш- | ын. | al ve. 
Mies Mon. | sions. 

163. Explanation.—For instanco, if опо shelf be allotted to the 
casos decided in January, one bundle on that shelf will contain tho 
© papers in all cases of sale; another the C papers їп all ront 
suits, and so on, there being as many bundles as thoro are 
denominations of cases. Again, within tho bundles, the files of tho 
casos will be arranged according to the date of thoir decision within 
tho month. From tho sholves thus arranged the record-keoper and 
his assistants will have no difficulty in finding any file which may 
bo required for refcronco. 

164. Sanads to rovenue agents and licenses to stamp vendors 
aro not to bo troated each as a separate case, but thoy are to bo 
kept in monthly bundles. 

C.—Crasstvication, PRESERVATION AND DESTRUCTION OF VERNACULAR 
Rrconps. 

165. Classification of vernacular records.—Under the term 
“vorneolar” are included all case rocords whether in English or 
in уегпошаг, Upon the completion of a caso it is tho duty of the 
department to which it belongs to divide the papers, of which it 
consists, into four separate packots—A,B,C and D,—of which A, 
В and C will consist of public papors classified according to Appon- 
dix D, and D will consist of tho exhibits and othor documents 
belonging to private parties filed in tho caso togother with tho list 
Or other subsidiary paper, with which each such document was 
fill. Packot A will contain all papers that are of sufficient im- 
portance to bo permanently presorved, packot В will contain papers 
that may bo destroyed after 12 yoars, and packet C all papors 
that need not bo kept for more than fwo years. The papers in 
packet D will be disposed of in accordance with the rules laid down 
in Chapter V. 

166. Special cases.—Notwithstanding tho classification in Appen- 
dix D (vide rule 173 below), the Collector is competent to direct 
in special cases that papors falling within class B or C may be 
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xotsined for longer periods than twelve years or two years as 
the caso may bo. When the Collector may deom it 

to pass such an order, ho should specify the number of years for 
which he considers the papers ought to bo retained, and at tho 
expiration of this period the necessity for their further retention 
will be again considered. 

167. B and O papers to be marked.—Tho A papers aro not to be 
marked, but every other paper should, oxcopt when immediato 
classification is impossiblo, be marked with tho letter В, C or D as 
soon as it is received in the department, and it should bo entered 
in tho eombinod titlo pago and fy-leaf at once. 

168. The ministorial officor in charge of tho departmont must 
himself mako tho above classification, and himsolf mark tho B,C 
and D papers. Ho will soo that tho combined title pago and fly- 
loaf has boon duly prepared as proscribed in rules 120 and 127, 


169. Classification to be noted on combined title page and fly- 
leat.—Beforo a rocord is transforred to the record-room, the dopari- 
mental oflioo must satisfy itsolf that tho class of each papor has 
boon duly entered in the combined title pago and fly-loaf, and that all 
B,C and D papers have been marked with the appropriate letters, 
Ab the bottom of the combined title page and fly-leaf the papers 
under ench olass—A, B, C and D—will be noted by their serial 
numbers as shown belo 


A B с р 

1 3 4 8 
2 7 os s(a) 
5 Уг E > 

6 55 10 


170. Knowledge of officer to be fested.—Before any officer 15 
entrusted with the marking of B and C papers, the Collector must 
ascertain that he has made himself thoroughly acquainted with the 
rules for the classification of records. 

171. "C" class records consisting of а single document whether 
in one sheet or extending over two or more sheets shall have no 
‘combined title page and fly-leayes, and shall be sent to the record- 
room tied upin monthly bundles,department by department. On 
the top of each bundle there will be a slip mentioning the depar- 
ment, the month and the total number of single documents in it. 

172. Revision of record-rooms to be made every five years. 
Quinquennial revision.—Although, according to the lists, papers in 
class A are to be kept “for ever”, an expession used because it 
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is unsafa to fix any period within which they may be unobjectiona- 
bly destroyed, it is necessary in order to prevent the excessive accu- 
mulation of papers, to make arrangements for periodically relieving 
the recordwrooms of old papers which are really of no permanent 
importance or administrative interest. Such а revision should accord- 
ingly be made every five years by an Assistant or Deputy Collector 
(unless the Board, проп the receipt of a report ав to the state of 
the record-room, approve of the revision being postponed for another 
period of five years), and а report made to the Collector upon whose 
wuthority the superfluous reoords will then, after personalinspection, 
be destroyed. The next revision of the record-room should be in 
July 1960, and subsequently at exact intervals of five years ; but if 
any record-room is generally so dark in July asto impede the 
work materially, the Collector may select another month, 

178. The table showing the classification of vernacular records. 
will be found in Appendix D. 


D.—PROOEDURE FOR THE DESTRUCTION or B лхо C Parris or 
VERNACULAR RECORDS. 


174. Destruction of С papers.—In January of each year the 
Tecord-keeper will take down from the shelves all the bundles of C 
papers which are more than two years old and destroy them in 
а mass. No further examination will be required if the rules as to 
classification have been strictly adhered to. It will therefore be 
necessary to take particular care that no document, to which the 
rule under section 4, Act III of 1879, аз described in rules 227 to 
229 below, applies is placed in the C files. Similar caution is neces- 
sary with regard to the B files. 

175. Destruction of B papers.—Similarly in January of cach year 
the record-keeper will, under the Collectors sanction, destroy all 
B papers which have completed their twelfth year. "To get out 
these papers it will be necessary to open the bundles containing 
them ; but Register 41 will at once show in what bundles B papers 
are to be found which have completed their twelfth year, во that 
no bundles need be unnecessarily taken down and opened. 

178. Destruction to be annual.—It will be understood that no 
C paper must be destroyed until two complete calendar years have 
elapsed since the decision of the case. Records are to be destroyed 
once a year only, in January. The destruction made in January of 
any year will comprise no cases which were decided later than the 
31st December of the third preceding year. The same principle is 
to be applied in calculating the twelve years for the destruction 
of B papers. 
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CHAPTER IIL—sSubüivisional records. 


177. Record-keper.—Tho duty of keeping the revenue records 
of subdivision is to be specially entrusted to one of the minister- 
ial officers who will for the purpose of rule 220 of the Bihar Board's. 
Miscellaneous Rules, 1047, be considered to be an Assistant 
Record-keeper- 

178. Classification and deposit—At the end of each month the 
officers in charge of departments are to make over to the subüivi- 
sional record-keeper all the eases decided during the month, the 
papers in each case being first properly classified and marked and 
the combined title page and fly-leaves attached, as required by rules 
126 und 168. 

179. Monthly bundles.—The cates thus received are to be sorted 
into classes, according to their character, as “settlements”, " parti- 
tions”, ote. ` (the cases of each class being arranged according to the 
date of their decision), and then tied together. The whole of the 
eases decided during each month, thus classified, are then to be 
tied together in one bundle, which is to be deposited in its proper 
place. 

180. Registers 41-C and 41-D (Forms nos. 4 and 5).—The sub- 
divisional record-keeper will keep registers 41 Cand 41 D instead of 
Registers 41, 41 A and 41B. The forms of these registers are given 
in Forms nos. 4and 5, Appendix A, 

181. Removal of records.—Whenever any саке is removed from 
his charge, either for appeal or for any other purpose, the sub- 
divisional record-keeper is to deposit in its place a removal slip 
note, vide Form no. 25, with the date and purpose of its removal 
which slip note is to be destroyed on the case being returned. 

182. Receptacles.—The subdivisional records are to be kept 
either in boxes lined with tin or on shelves, as may be most 
convenient, 

483. Records consisting solely of C class papers should bo 
retained at subdivision and destroyed after two years, Before 
ordering their destruction the Subdivisional Officer should satisfy 
himself that they have been carefully examined to sce that no paper 
that ought to be kept longer is left among them. With the Collec- 
tor's sanction the following registers may also be destroyed at 
subdivisions — 

(a) Registers containing matter that is also to be found in 
District Registers, such as settlement, partition, and 
land acquisition cases. 

(b) Temporary registers after the period prescribed in this 
Manual. 
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ie Subdivisional Officer should submit 18 Аъ ае «тей 
a list of registers to be destroyed for formal approval ctor 
of the order to destroy, and these should be destroyed im the Sub- 
divisional Oficer’s presence on receipt of the Collector's sanction. 


184. Permanent registers kept at subdivisions—The registers 
enumerated below are permanent registers kept at subdivisions. 
Column 3 will show the period for which these registers are to be 
kept at subdivisions and also when and how they are to be 
destroyed at headquarters :— 


‘Number Period for which they are to bo kept ab 
of Name of Rogister. subdivisions and their destruction at 
Rogister | headquarters. 
1 2 з 
1| Estates under wettloment .. | Should be sent to headquarters when а new 


i 
H 
i 
8 


estate under Bengal At | year ponding bards being ented I 
Кы arn, фал being entered in 
Veris VIS Postar 


Should be went to headquarters when all 
‘cases in the register are finally disposed of. 


€ | Lands uid for publie purposes | Should be went to headquarters, when a now 

be Tapster orn fail eni aree 

5 бокса afar compte 
fon "with tend? copier 


CA | Lands in the ocoupation of | Should be kept permanently nt tho subdi 
Municipalities, District | Ron. ° n 
Boards and Local Boards. 


23| Underienures wold under | Should be sent to headquarters when a new 


Bengal Act ҮТП of 1865. — | register is opened. 
38 | Estates hold under direct | Should be sent to hesdquarters when a new 
management. register is opened, only entries concen 


estates still under management being. copi 
inthe new register, and should be dortrayed! 
‘after comparison with the sadr register, 


за | Dependent tenures in Govern- Ditto ditto. 
ment estates. 


34| Estates managed by the | Should be sont to headquarters. when 8 new 

Revenue authorities, register is opened, only entries concerning 

‘states still under management being copied 

in the new register, and should be destroyed 
‘after comparison wiih the айт register, 


ui Ditto ditto. 


35! Attached estates 
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Number Sy m 
of | Namo of Register. Subdivisions amd their" destruction at 
Register. б 
1 z = 3 
41.0] Ragistor o£ resipte and di | Should be kept permanenti. 
posal af reveno etra 
аыр | Register of records (Engli | Should be kept st subdivisions until all 
al vernacular) acct out | records cnterei therein are received badk: 
[peces (ide alo column {маши ori] ne. i 
Aprendiz E, page 194 of tne Maral) 
45 | tapi, cto, owned by minis 
feat mess a 
40 | Leave ofministrialoticers .. 
57 | Ot rogistors to е preserved 
perma: 
07-A | Ofregiuters which are Bolas |} Should be kept permanently at subdivisions, 
eas 
% | Ragistor oftoterareceived .- 
01 [Ragisterofletteeimud — 
ө: | ndo. rogistor of English cor- 
sponse. 
өт | Ot partioulars of nelly formed 
aad. 24 
тз | Rogister of өвсшйев of minis. | Should be kept at subdivisions for so Jong 
‘otal fice: athe LOS cancsrbed am in servies, 
п | Of applications for commute: 


ywn 


tion of rent payable in Xind 
under stion 40 ofthe D. T. 
et 


Ог applications for registration 
of improvements. under sos 
Son of the. Bika Телеу 


Of applications to record рані. 
ошата specified in section 103 
(to make | record-of-righta 
under section 101), whether 
mado under section 103 or 
101 (2) (a) of the B. T. Аш. 


ог sult plications, 
ador сус 


Should be kept permanently at subdivisions, 


Should be sent to headquarter when All 
| the cases in the register are finally ерове 


Should be sent to heade when all 
the cases entered in these registers aro 
finally disposed of- 
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185. Transmission to headquarters.—The records of all decided: 
cases, with the exception of C class records to be destroyed under 
rule 183, shall be forwarded quarterly to the district reeord-room 
in bundles after the expiration of ore year from the date of their 
disposal, 

188. Retention of records at subdivisions.—District Officers are, 
however, authorised, according to local circumstances to prescribe 
shorter periods forthe retention at subdivisions of the records of 
several classes. 

187. Check by district record-keeper.—The district record-keeper 
must, check the A, B, C, D classification of the subdivisional officers 
before he destroys any papers and before he deposits the cases in 
the district record-room. 

188. Application of rules.—Except in so far as they clash with 
those special rules, the general rules contained in this Manual are 
applicable to subdivisional records and record-keeper. 

î” 189, Classification and preservation of English records at sub- 
divislons,—The English correspondence of subdivisional offices is to 
be kept permanently at the subdivision. "The general rules forthe 
English correspondence contained in this Manual will apply as far as 
practicable to. the classification, arrangement, preservation and 
destruction of English records at subdivisions. 


47 


cmar. 1y.] THE BIHAR EECORDS MANUAL. 


CHAPTER IV. 
A—MISCELLANEOUS. 

190. Correspondence in English —All correspondence between 
officere qualified to write and understand English, is to be in English; 
the practice of correspondence by vernacular proceeding is forbidden. 
This prohibition applies both to gazetted and non-gazetted officers 
alike. Vernacular proceedings, unless prescribed. by law, are to 
be discouraged. Subordinate officers are strictly forbidden to 
comment on, or contradict in, а vernacular proceeding, the propriety 
of orders passed by their superiors. If a subordinate wishes to 
question the orders of а superior, he must do so in an English 
letter, "This does not, of course, apply to a native officer who is 
acquainted only with the vernacular. 


191. Name and official designation to be mentioned (Bengal 
Government Circular no. 5 of the 28th February 1895).— The name as 
woll as the official designation of an official should, as a general 
rule, be mentioned in communications to Government, as this is 
of much use, when the weight to be attached to any particular 
officer's opinion has to be considered. 


192. Formal correspondence between a Collector and his subordi- 
nates in the same station prohibited—Order book be used— 
Correspondence by formal letters between a Collector and his 
subordinates in the same station is prohibited. The Collector should. 
establish an "order book," divided length-ways by folding ог 
ruling, and correspond with his subordinates, if oral communication. 
is impossible or undesirable, by question and answer on opposite 
portions of the page. Each officer should similarly maintain a. book 
in which to insert matters requiring the Collector's instructions, 1f 
instructions are required in a particular case only, they should bo 
obtained оп a separate paper which should be filed with the record. 

193. Signature to be legible.—Officers are required to take 
particular care that their official signature is always so distinctly 
and readily legible that there may never be any room to doubt 
hereafter that it is genuine and authentic. 

194, Whenever an officer affixes a date to his signature or when 
a date is given on an order sheet or other paper, the year should 
invariably begiven, and not merely the month and day 

195. Transmission of records,—The following rules should be 
observed in connection with the transmission of records to the 
Board, and from one Revenue Court to another :— 

(a) Records to be transmitted by parcel post.—Record should 
be transmitted by parcel post, prepayment of the 
requisite postage being made in every instance in the 
manner prescribed by the postal rales. 
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(Ù) Forwarding letter to be enclosed.—In the parcel with each 
record should be enclosed a forwarding letter (Form 47, 
Appendix C), and the cover of the parcel should bear 
the distinguishing number and date of that letter. 

(c) Letter of advice —A letter of advice (Form 48, Appendix 
C) should be forwarded simultaneously ‘with the 
despatch of the parcel, but separately and by ordinary 
letter post, and in it the number and date of each 
of the forwarding letters referred to in the preceding 
clause should be quoted. 

(d) Acknowledgment required.—An acknowledgment (Form 
47, Appendix C) should invariably be required from the 
office to which a parcel containing records has been 
despatehed, and in the event of none being received 
within a reasonable time, inquiry should be made to 
ascertain the cause. 

196. Forms to be used.—In Appendix C are given the forms to 
be used in this connection, viz, no. 47 Form of letter to accom- 
pany records and of Memorandum acknowledgment, and no. 48 
Form of letter advising the despatch of records. 

197. Records when allowed to go out of the record-room,—In 
order to prevent revenue records being unnecessarily detained in 
Civil or Criminal Courts, the rules framed by the High Court, 
which provide for eases where records are called for by other 
courts are prescribed for adoption mutatis mutandis in Collectorate 
record-room. 

198. Pending work in record-room.—A statement should be 
prepared for and lung up in each record-room showing item by 
item what remains to be done to put such record-room in proper 
order—omitting structural alterations, and against each item should 
be noted the approximate date when the work is expected to be 
completed. 

199. How to trace documents.—A statement should be prepared. 
and hung wp in each record-room showing briefly, but accurately 
for each class of documents to be preserved permanently, what has 
to be done in order to get a specified document of that class, 
For example— 

English correspondence—Wanted a particular file collection of a 
particular year :— 

(а) Get Register no. 57.—Register of registers to be preserved. 
permanently, in which the registers are entered by 
departments, 


‘High Court's Circulars : 1928, Civil volume T, rules 20 ef seg, page 80. 
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(b) Look at the index and find out the number of the page 
on which Index Register of English office or Exoise 
office, ete. (as the case may be) is entered. ‘There 
the Index Registers are entered in chronological order. 

(c) Find out the entry in the Index Register of the year in 

juestion, and against it will be noted the number of 
the press, rack and shelf on which it has been placed. 

(d) Go there and take out the register, and on its outer label 
you will find noted the number of the press, rack and 
shelf on which the correspondence referred to in the 
Index Register is stacked, There the correspondence 
is arranged in choronological order. 

(¢) Go to such shelf and get the file needed 

200. Arrngement of registers and use of iron supports.—All 
registers, books, eto., should so far as possible be arFanged vertically 
and іп chronological order, and not horizontally, and each should be 
labelled on the back of the covers with a number corresponding 
to that against which it has been entered in Register 57 or 57А. 
Where shelf is devoted wholly or to some considerable extent to 
registers, it is necessary to relieve such registers from the lateral 
pressure which the mass exorts, For this purpose vertical battens 
or double-twisted: thiek wire, or iron supports should be used at 
suitable intervals. Care should be taken to sce that small registers 
are not arranged on shelves where the inter-spaces are large and big 
registers on shelves where the inter-spaces are small and that space 
between shelves is sufficient to permit of the registers being arranged 
vertically. Almirahs should not be used for registers. For con- 
venience of arrangement both when deposited in the record-room 
and when in use of clerk's tables the ‘use of thin volumes should, 
во far as possible, be avoided. When the entries for one year 
ordinarily occupy only a few pages, asuitably thick volume should, 
when possible, be used for the entries of a number of years. 

201. Back registers not to be kept on clerks’ table unless needed. 
—Where a clerk or muharrir is allowed to keep by him many back 
registers, such as is often the case in the tauzi and cess offices, 
he should be made to keep a list of the occasions on which he 
has to refer to any of them, and of the reasons which necessitated 
the reference. In the case of the tauzikhana, no such entry need 
be made until after the yearly reconciliation of the new with the 
old registers has been completed. From this list can be judged 
whether the plea that such back registers must be kept by him is 
valid or not. 

202. Almirahs.—Much needless expenditure is incurred and waste 
of space permitted in the matter of almirahs. Every consideration, 
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should be given to the height from shelf to shelf. Shelves сап easily 
be adjusted and thus much space saved and expenditure curtailed. 
Again, in many instances, each clerk is allowed а whole almirah 
when half an almirah would be ample. "This can easily be arranged 
for, and the necessary security obtained by having the almirah doors 
cut through midway horizontally, the upper and lower portion being 
each provided with a padlook. In almirahs used for English 
correspondence the files and collections should be arranged lengthwise 
on edge, and not flat. By so arranging them the . file required is 
more easily obtained, and the space provided in the almirah is 
more fully utilized. 


203. Responsibility of offlcers.—Any officer who permits the 
records of his offige to fall into disorder is, under the orders of 
Government, held responsible for the expenses incurred in their 
rearrangement and any officer receiving charge of an office, the 
records of which may be in disorder, or so unmethodically arranged 
ав to prevent the ready production of papers when called for, who 
shall hi to make a timely report of their state, is similarly held 
anwerable for the cost of time and arrangement. 

204. Disposal of waste paper.—All confidential records ordered 
for destruction under rule 66 should be burnt under the personal 
supervision of the Deputy Collector in charge. The destruction of 
all ‘B’ and ‘C’ papers sanctioned under rules 105, 107, 174 and 175 
should be effected by tearing them into quarter sheets which should 
be either burnt or sold. No third course is permitted. The Deputy 
Collector in charge will, on each occasion, consider whether the cost 
of arranging them for sale would exceed the probable sale-procecds. 
In case of doubt, he will take the orders of the Collector. If the 
Collector orders them to be burnt, the Deputy Collector will super- 
vise the burning. If manufacture of paper is carried on in the 
district jail, the useless papers instead of being burnt or sold other- 
wise, should be sent to the officer-in-charge of the jail who will 
Pay at the current market rate for waste paper. The expenses for 
sorting and tearing the condemned records may be charged against 
the sale-proceeds, the balance being credited to “XLVI—Mixcel- 
laneous'. 

205. Valuable records.—Paper to be used.—None but properly 
prepared paper must on any account be employed for purposes of. 
Tecord. Country paper* must never be used. 

206. Endorsement form.—When a letter from either a subordi- 
nate to a higher authority, or tice versa, contains nothing but a 
piece of information for the future guidance of such authority; or 


*Nor;— This does not apply to paper manufactured in this country after European 
methods. 
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а piece of information sought for to complete any proceedings, or 
to rectify any error, or a direct affirmative, or direct negative, to 
any question put either by the Board, the High Court or the 
Government, it will be quite sufficient if the letter be endorsed or 
passed on with the signature of each successive authority. The: 
transmitting authority, to retain a trace of the letter, should make 
а memorandum (duly numbered and dated) in his record book; 
but the same fact is not to be repeated in two, or as is sometimes 
the case, in three, successive covering letters; nor to be entered in 
the record by а copy of the letter at length. 


207. Letters io be avoided.—Memoranda and endorsements 
should be substituted generally as much as possible for covering 
letters, in forwarding documents, when a brief remark in reference 
to the document, will suffice; all such memoranda and endorsements 
should be numbered and dated. 


208. No letter with returns.—No letter is to accompany в 
monthly, quarterly, Майга, or yearly statement of any kind which 
explains itself, or in regard to which a distinet and elaborate report: 
is not required. The signature of the transmitting officer, with 
date and number to the document at the foot of the statement, 
will be sufficient in all such cases. 


209. Use of forms.—It should be the aim of every officer to- 
reduce as much as possible the amount of clerical labour.in his 
office by the introduction ‘of lithographed or printed forms, АШ 
statements, forms and returns, such regular monthly bills as take 
some time to prepare, and any other documents which аге in fro- 
quent use, should be lithographed or printed: The printing of 
forms will be executed by the Forms Department; and each depart- 
ment or office will be separately debited with the cost of the forme 
indented for, proper check being exercised in the Forms Depart- 
ment over all applications for such forms, which must be submitted 
in accordance with the rules. It is to be observed, however, that 
а form must be sanctioned by the Board before it will be supplied. 


210. Vernacular words.—The use of vernacular words in English: 
correspondence unless, in any case, it is unavoidable, is prohibited. 
If a vernacular word is unavoidably used, the English equivalent 
must be added. 


211. Vernacular dates and measure— When the Bengali or any 
other native year is given, its corresponding English year should 
also be given. Similarly, when local land measures are mentioned, 
the equivalents in acres or square miles should be stated. 


| =т= E 
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212. Form and despatch of letters.—The name and official desig- 
mation of the writer of an official letter, with the number and date 
of the letter, is to be prefixed to it; the number and date of every 
letter referred to is invariably to be quoted, and every paragraph 
is to be numbered, 


213. All communications are to commence with a reference to 
previous correspondence whenever there has been any. АШ tho 
letters of one day's despatch addressed to one authority are to be 
enclosed in one envelope, unless this would make the envelope 
inconveniently bulky and heavy. When a District Officer has passed 
а draft while on tour, and the letter itself issues from his office, 
‘the signature should be as follows :— 


А. B. 


Deputy Collector 
for Collector on tour. 


214. If the draft has not been seen by the District Officer, the 
Deputy Collector should correspond in his own name, adding, if 
such be the case, that he writes under the instructions of his 
superior. 


215. When District Officers are at their headquarters they are 
expected to sign their own letters. 


216. Arrangement in envelope.—Letters sent in one envelope 
should be intelligently and carefully arranged, ко as, with their 
enclosures, to be distinguishable саку the one from the other. 


217. Reports to be complete.—All reports to superior authority 
must be complete in themselves. Voluminous enclosures are not 
to be submitted with a simple expression of opinion. It is the duty 
of every officer making a report to superior authority to state the 
case concisely in his own language, avoiding all unnecessary prolixity, 
and not submitting enclosures that are not distinctly required io 
elucidate the subject. This rule applies with special force to verna- 
cular documents, which it ean be very rarely necessary to forward, 
lt is a primary rule that all useless correspondence is to be 
avoided. 


218. Maps sent with letiers.—Maps sent up to the Board as 
annexures to letters are frequently separated from the letters, which 
they are intended to illustrate: sometimes three or four maps are 
received in the same proceedings with different letters. In such 
cases confusion often arises from the difficulty of connecting any 
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particular map with the letter to which it was an annexure, 
Whenever Revenue officers send a map out of their offices, they 
are to have distinctly marked on the face of the шар itself 


(a) the purpose for which it was prepared ; 


(0) the number and date of the letter to which it is an 
annexure. 


219. Use of postage service labels.—Postage on the correspondence 
between public officers about the administration of local funds is 
а public charge, and service labels bought with public money should 
be used in such correspondence. Covers stamped with servioe postage 
labels should be -superscribed "On India Government Service” 
under the full signature and official designation of the Government 
official who sends the cover, or of the head assistant or of other 
responsible officer to whom the duty of despatching is confined, 
"The smallest possible number of postage stamps should be used on 
each cover. 

220. No letters with bill—No letter of any kind is ever to 
accompany a monthly bill for payments of salaries; or any contin. 
gent Dill, which is neither unusual nor extraordinary, nor likely to 
be disputed; or any bill fegarding which only such short explana. 
tion is necessary as can be submitted, in a few words at the fool 
of the bill, or in a side note, 


221. Reference to order sanctioning expenditure.—In case where 
ranta are made, or charges sanctioned, by the Government, or the. 
Бока, the амрана offer E nck toed copies of the orders 
sanctioning the charge to the Accountant-General. A copy of the 
order sanctioning the charge is sent to the Accountant-Genoral 
direct. It is therefore sufficient to quote in the bill the number 
and date of the order. 


222, Admittance to record-room prohibited.—Admittance to the 
record-toom should be absolutely prohibited to all persons other 
than the Deputy Collectors and Assistant Collectors serving in the 
district and the officers of the Collector's Court, except on produc- 
tion of а written order for admittance signed by the Collector. 


223. Records or offices subordinate to the Board.—AIl the rules 
in this Manual are to be applied, so far as they are applicable, to 
the records of Commissioners’ offices and those of other offices 
subordinate to the Board. 


224. Inspection by Commissioner.—It is the Commissioner's duty, 
when on circuit, to make it a point of inspecting the state of 
every Collectorate record-room, and when dissatisfied with it to 
make a report for the orders of the Board. 
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295. Inspecting offcer.—In Appendix G questione are given for 
the use of an officer inspecting the English Department and 
Mohafizkhana. of the Collector's office with reference to records and 
‘correspondence and also Library and Copying Department. 


B.—RULES REGARDING RECORD-ROOM PLAN. 


226. Index plans.—For every separate room which is used for 
the storage of records of any description, except current correspon- 
dence, an index plan will be prepared showing clearly where eve 
class of records in the charge of the record-keeper is to be found. 
‘This plan will be hung up on the wall of the room. In addition а 
copy will be prepared of the plans of all these rooms and hung up 
on the wall in the record-keeper’s room. At the end of this 
Manual will be found a model plan. It is to be clearly understood 
that record-rooms need not be re-arranged so as to be exactly the 
same as this model plan; but it should be imitated, ав far as ів 
convenient, in the arrangement of records and the methods of 
numbering’ the racks and shelves. In preparing the plan the 
following rules should be followed :— , 

(a) The plan should be drawn out showing briefly but 
‘accurately’ for each class of records what exactly has to 
be done in order to find a document of that class, 
Tn fact there should be no class of records (vernacular 
ог English), maps, plans and registers, the position of 
Which is not shown in this plan. Almirah containing 
valuable documents, ete., should also find entry therein. 
Each record-keeper, his assistants and his daftaries 
should be familiar with it. The Deputy Collector in 
charge should also be fully conversant. with it. 

(b) The plan im each case be drawn to show the entrance to 
the record-room, the number and position of each 
room, the number and position of each rack, the 
A and B, ie., left and right side of each rack, and the 
doorways leading from the various rooms. 

(с) The Index portion will be arranged alphabetically upon 
the same principle as that shown in the modal plan. 
The column “date of records" will contain the first year 
to which the records belong, and a blank will be 
left for the last year, e.g, 1876. 


‘The blank will be used in the following ways :— 


Take the first item in the specimen Index “Application for 
exemption from revenue sale". Assume that these records have 
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become so numerous between the years 1895 and 1907 as to fill 
rack 2, shelf LB, and the 1908 records have to be put on another 
shelf. In the column "date of records," the entry will be— 

1895 to. 


Fill in 1907 in the blank. Immediately beneath it enter the next 
‘year’s records 1908 to.. “For the remaining columns 
fill in the numbers of the new room, rack and shelf on which the 
records for 1908 have been placed. 


(d) The column “room number" will contain the number of 
the room where the particular records are placed. 

(6) Tho column "rack numbor” will contain the number of 
tho rack on which the records are placed. 

(f) Tho column "shelf number” will contain the number of 
the shelf on which tho records are placed. 

(0 If at any time the plan or the index become illegible 
owing to age or alterations, new copies should be 
propared. 

(h) On each is to bo written tho dato of its preparation and 
it is to be signed by the rocord-keeper who will bo 
solely responsible that it is accurate and up-to-date, 
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CHAPTER V. . 
A.—RULES RELATING TO THE DESTRUCTION Or EXHIBITS ок PRIVATE 
Documents. 


227. No unreturned exhibit or private document shall ever bo 
destroyed until a notice has been publicly advertised in the Collector's 
cutehory that, unless objection is mado, it will bo destroyed after 
the expiry of one month from the date of publication. A notico to 
tho samo effect should also, when possible, be servod on the parties 
‘interested. 

Nome— This rule was originally mado by che Board of Revenus, undor motion 
4 of tho Dostruction af Recorda Act TET Of 1979, confirmed by the Government 
V Bengal and sanctioned by the Government of Тайм (vide notifisaton, dats 
th October 1881, page 986, Part I, Calcutta Gazette of 1881). 

228. The following subsidiary instructions under the above rule 
havo been issued by tho Board for the guidance of Revenuo Officars. 
‘They apply, ав far as possible, both to subdivisional offices and to 
sadr offices :— 


(A) Exhibits or private documents received in connection 
with English correspondence — 


(1) At the timo of destruction of C class papers of a filo of 
English correspondence, or at the time of consignment to the 
record-room of files that do not contain C class papers, the ministerial 
officor in charge of the Department should have all the papors in 
each filo carefully examined and cause а list to be prepared of all 
the unreturned documents found in it belonging to private parties. 
The general notice prescribed in rulo 227 should then be hung up 
on the Collector's notico board. If the document was originally 
filed in a subdivisional office, the notice should bo published at the 
subdivisional office as well as at the Collectorate. A copy of this 
notice with an extract from the list should, if possible, be served 
on tho party or the agent of the party from whom each document 
was cocnivod, 


(2) Tho notice and the list may bo prepared in the following 
form :— 


NOTICE TO TAKE BACK PRIVATE DOCUMENTS, 


Notico is hereby given to the parties who filed the documents 
shown in tho list below that they will be destroyed unless they aro 
applied for and taken away within one month from the dato of 
this notice. 3 
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Numer and date | Name of the party from | — Natare 


of letter with whora the letter was of Қамарке, 


which led. received + document, 


1 2 з 4 


(3) On the expiry of one month from tho dato of publication 
of the aforesaid notice all unroturned private documents will be 
submitted to the Collector or Subdivisional Officer, as the case may 
be. ‘Tho documents will then be destroyed under the Collector's 
ordors, unless they are of pormanent publio interest or obviously 
of groat importance to privato person. In tho latter caso they will 
bo treated as A class papers, and the letter with which thoy were 
received should also bo treated as ап A class paper. 


(B) Exhibits or private documents in connection with Verna- 
cular Rooords— 


(1) Tt has been laid down in rule 165 of the Manual that in 
vernacular rocords, exhibits or private documents and the list or 
other subsidiary papers with which they were filed aro to bo placed 
in а separate packet to be called tho D packet and rule 161 lays 
down that this packet is to bo placed on the same sot of shelvos 
as the C packets. ‘The record-keeper at tho annual destruction 
of C papers shall also examine all the D packots of that your 
(Lo, D packots more than two years old) and shall mako a list of 
all tho unreturned exhibits or privato documonts found therein. 
‘Tho statutory gonoral notioo prescribed in cule 227 should thon bo 
hung up on the notice board of the Collector or Subdivisional 
Oficer as tho caso may be. In tho case of records in tho Collectorate 
record-room received from a subdivision, the notice should be 
published both in the subdivisional and in the sadr cutchery. A 
copy of the notice with an extract from the list should as direetod 
in the statutory rule, bo served, if possible, on the party or the 
agent of tho party from whom each document was received, 


(2) The notice and the list should bo prepared in the following 
form i— 
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NOTIOR то ТАКЕ BACE DOCUMENTS CONTAINED IN VERNADULAR 
RECORDS. 


Notico is hereby given to tho partios who filed the documents 
in tho list below that they will bo destroyed unless they are appliod 
for and taken away within one month from the date of this notice. 


Nature маат of | Namo of 
Сме оі mos of partios. person | Remarka. 
num bse. pe uA | filing. 


1 E] з 4 5 t 


(3) On the expiry of one month from the date of publication 
of the aforesaid notice all unroturned exhibits or othor privato 
documents will be submitted to the Collector or Subdivisional 
Officor, as tho case may be, who will ordor their dostruction unless 
they aro of permanent public interest or obviously of great 
importance to a privato person. In tho lattor caso thoy, as woll 
as tho list or other paper with which they were received, should 
bo troated as A class papers and placed in tho А filo of the caso 
to which thoy belong. 


229, In tho case of exhibits or other private documents that 
were consigned to tho record-room before the separate D packot 
was introduced, a similar procedure should be carried out at tho 
following time :— 

(a) їп respect of B and C papera at tho annual destruction 
of B and С files; 


(b) in respect of A files at the quinquennial revision of tho 
record-room direeted in rule 172. 

In the case of all returned exhibits or other private document 
the date of return and, if possible, the signature of tho party to 
whom returned should be given in the romarks column of the fly- 
leaf. 
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B.—RULES RELATING TO DESTRUCTION OF DOCUMENTS WHETHER 
Рлилс он PRIVATE RENDERED ENTIRELY ILLEGIBLE OR USELESS, 


230. Destruction of spoilt document.—When a document is found 
to bo ontirely illegible or useless from age, worms or other cause 
it may be dostroyed at any time subject to the following conditions :— 
(a) Tho document must bo personally examined by tho Collector 
or Subdivisional Officer. 
(b) Та tho case of a Subdivisional Officer, the sanction of tho 
Colloctor must be obtained. 


6) Tn отоу сава а memorandum must bo prepared stating 
tho fact of tho destruction and tho naturo of tho 
document destroyed, and this must be signed by the 
Collector or Subdivisional Oficer. 4 

(d) If tho document із a privato exhibit or document the 
procedure laid down in rulo 227 above for tho roturn 
of such documents to thoir owners must be carefully 
observed. 
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CHAPTER VI. 
RECORD-GRANT AND RECORD-ROOM RECEIPTS. 


231. Assignment for keeping record-rooms in order.—Under the 
рота delegated by Government the Board of Revenue and the 
munissioners of Divisions are authorised to sanction the enter- 
tainment of temporary establishment for their own offices and 
йаш offices for keeping in efficient order the record-rooms of the 
rovince. 


232. Budget estimates.—District Officers should make necessary 
provision each year in the budget estimate under the head “25— 
General Administration—District Administration—General Estab- 
lishment—Pay of Establishment" for temporary establishments 
required by them during the succeeding year with a full explana- 
tion of the reasons for which they are required. Commissioners of 
Divisions should similarly provide for the requirements of their 
own offices in the estimate under the head “25—General Adminis- 
tration—Commissioners—Main offico—Pay of Establishment" clearly 
indicating the purpose. ‘The temporary establishment required by 
the Board will be included in its own office budget under tho head 
"25—General Administration—Board of Revenue". On the budget 
estimate being finally passed by Government the Board will distri- 
bute to each division whatever sum may be available for its use. 

233. Item not absolutely necessary or of great importance to be 
excluded from estimates.—In regulating the estimates received from 

the several district offices under him, each Commissioner must bear 
in mind how small a sum it is possible for the Board to place 
cach year at his disposal. He should accordingly exclude from the 
estimates every item of expenditure on work which does not 
appear to be absolutely necessary or of very great importance and 
which can, without risk to the records, be attended to in ordinary 
course by the permanent staff. 

234. Power of Commissioners and District Officers to sanction.— 
Commissioners are empowered to accord executive sanction and to 
make the distribution within their divisions, of the sums, allotted 
by the Board from the record-room grant to each division, They 
are also to communicate to the Board the distribution of the grant. 
made by them to the several District. Officers within their divisions, 
From the district grant which has been allotted to him, the District, 
Oficer is empowered to create the temporary establishment required. 
in his record-room, subject to the condition that the annual district 
grant for the record-room is not exceeded. 


60 


61 


omar. vi] ‘THE BIHAR RECORDS MANUAL. 


285. Permanent clerks to be employed in record-room.—The 
work of the record-room should, as far as practicable, be entrusted 
to permanent clerks only, their places being filled up, if this should 
be necessary, by temporary hands. 


236. Supplementary  appliations.—The Board will reserve 
small fund to meet unforeseen exigencies. In case any such should 
arise in the course of the year, Commissioners may submit supple- 
mentary applications. 


237. Power to vary details of temporary establishment—Bihar 
and Orissa Government order no. 9684-F., dated the 24th July 1915.— 
The Board of Revenue, Commissioners of Divisions, District Officers 
and Subdivisional Officers are empowered tO vary details (namely, 
the rates of pay of particular posts, the number of hands employed 
and the period of employment) of the appointment of any temporary 
establishments employed under them, whatever be the periods of 
their employment, subject to the following conditions :— 


(a) The cost of the temporary establishment shall not be 
raised beyond the total amount sanctioned for tho 
establishment by the authority which sanctioned its 
employment. 


(b) Where the authority which sanctioned the employment ` 
of the temporary establishment is the State Government. 
the pay of no post shall be raised above Rs. 70 n 
month without the special sanction of the State 
Government. 


(c) In other cases the pay of no post shall be raised above 
the limit of sanction enjoyed by the authority which 
sanctioned the employment of the temporary estab- 
lishment. 


238. Contingent expenditure in record-room to be mei from 
ordinary contract grant.—Under the orders of Government the coat, 
of items shown in the sub-joined Table A, and of the petty stores 
detailed in Table B below not obtained from the Stationery office, 
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when required for use in the record-room, should be met from the 
ordinary contract grants of the several officers concerned. 


Table А. Table B. 

Country ink. 

Stamping ink, 
Oil (Kerosene). Thread. е 
Tar (coal). Country pens. 
Cloth (kherwa), Book-hinding. 
Wooden boards. Lac for sealing. 
Repairs to furniture, Tale for native colour. 
Buckets. Vinegar. 
Solution of corrosive sublimate. | Ghee. 
Powder of Naptha, Paste. 
Chareoal (Coal). Stamping ink stand, 
Rat traps. ‘Twine. 
Rags, Pounce. 
Dusters. Sand. 
Brushes, Sandpots, 
Rope. Country envelopes, 
Tron supports, Repairing scissors, 
Axes. Pins and needles. 
Lanterns. Oil for lights, eto., ete. 
Other articles necessary for rocord 

room, 


239. Establishment.—The cost of establishments for binding 
books and registers kept in the record-room, for sorting, arranging 
and destroying records, and for recopying revenue records, other 
than those belonging to the Survey Department, may be debited 
to the grant, 


240. Items not to be charged against the record-grant.—The cost 
of structural alteration of, or additions to, record-rooms and the 
cost of improvement, such as paving, coaltarring floors, electric 
fittings and constructing iron racks, even if required for record- 
room purposes, should not be charged to the record-grant but 
should be met from the grants made to the Commissioners of 
Divisions for minor works. 


241. Survey Maps and Land Registration Registers.—The cost 
of copying survey maps and records is not debitable to the grant 
nor is that of rewriting or binding the Land Registration Registers 
(A, B. C and D). 
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242. Sale-proceeds of useless papers.—The sum realised by the 
sale of useless papers in the manner indicated in rule 204 must be 
‘paid into the treasury and credited by the Collector to Government. 
Mention must be made in the annual report of the amount so 
realised and credited, All expenditure for keeping tho office records 
in proper order will be made under the Board's orders from the 
record grant. As in the case of Collector's records, paper should be 
defaced before they are sold, Useless papers and registers removed 
from the record-room must be either sold ог burnt. No third course 
is permitted. The Deputy Collector in charge will on each occasion 
consider whether the cost of arranging them for sale would exceed 
tho probable sale-proceeds. In case of doubt he will take the orders 
of the Collector. If the Collector orders them to be burnt, the 
Deputy Collector will supervise the burning. 
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CHAPTER VII. 
LIBRARY. 


243. One library in each district and each subdivision.—The 
library attached to the office of every District and Subdivisional 
Oficer is intended to be for the use of all Government officers 
in the district or subdivision. All books required, both for the 
magisterial and collectorate work of the office, аге to be placed in 
this library, and no separate official library is to be kept by any 
officer subordinate to the District Officer (other than a Subdivisions) 
Officer) without his express permission. The library attached to the 
office of every Commissioner is intended to be for the use of all 
Government officers including the ministerial officers of that office. 

244. Place, charge and librarian.—Tho books in each library are 
to be collected together in one place under the charge of the Head 
Assistant, who will be responsible for the library. Tho ordinary 
Work in connection with the library at a district headquarters office 
will, however, be performed by a clerk of the English office, who 
should be appointed librarian. A specified gazetted officer will be 
in general charge. In subdivisions the head clerk is the librarian, 
The books in the Commissioner's office library are to be collected 
together in one place under the charge of the Revenue Head Assis- 
tant who will be responsible for the library. The ordinary work of 
the library will, however, be performed by a clerk of the Revenue 
Department who should be appointed librarian. The Personal Assis- 
tant to Commissioner will be in general charge. 

If practicable, a separate room should be assigned for tho 
library, 

345. Duties of librarian.—The librarian should keep a complete 
list of all manuals, ete., in all departments (all of which really 
belong to the library) and call them in, when necessary, and post 
the correction slips. It should be strictly forbidden to any depart- 
ment to get manuals except through the librarian, who will be held 
responsible that the manuals, codes, books of references, eto., relat- 
ing to every department are kept corrected up-to-date. 

Mo rt e E EU 
should seo that correction spe aro duly in the manuals, rules or codes. 
The Subdivisional Hoad Clerk, the Осо Superintendent and the Revenus Hoad 
Assistant should submit am annual certibcate to the Subdivisinal Officer, District 
leer and Commissioner, respectively, im Apri to the eect that this has been 


246. Lists of officers in charge.— Lists should be prepared, dated, 
signed and hung up in the library in a conspicuous place, showing 
during what period, what gazetted officers and what librarians have 
from time to time held charge of the library. 
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247. Catalogue.—A catalogue of the books in the library is to be 
kept in Form no. 14, annexed in Appendix A. 


248. Revision of the catalogue.—The catalogue should be revised 
every fifth year, and a report about all books then missing should 
be submitted by the Subdivisional Officer to the District Officer and 
by the District Officer/Personal Assistant to Commissioner to the 
Commissioner, respectively. 


‘The letter A should precede the almirah number entered in 
column 4 ; the rack number should be entered alone with no letter 
proceding it. 


249, In preparing a catalogue a bound volume with ап 
appropriate typed flap heading should be used : Under each class 
where all entries relating to existing books have boen made, a. 
certain number of blank pages should be left for future entries, At 
the end of the volume a few blank pages should be reserved for the 
purpose of entering therein books of any class for which the space 
allotted has proved insufficient. The necessary cross reference to 
such pages should be made. 


250. Access to library.—The library is to be kept open during 
office hours, the keys being in the charge of the librarian, ог in his 
absence, of such clerk as the head clerk may depute. 


251. Register of books and reports, etc., received, no. 77.—A 
register of all books, reports, returns, etc., received in the library 
is to be maintained in Form no. 12, annexed in Appendix A. 


Tn column 6 “how disposed of" should be noted whether a 
particular book has been kept in the library or made over to some 
Officer. The librarian's signature should appear in the remarks 
gotumn against each book received, Ав soon as anything is received. 
in the library, it must at once be entered in this register. Once 
а quarter the head clerk will submit it for inspection to the 
District Officer/Personal Assistant to Commissioner/Subdivisiona 
Officer. 


252. Stamping of books.—All books, reports, returns, ete, 
received in the library should be stamped with the library seal on 
the title page, and also on one or two pages within and should be 
duly entered in the catalogue under their proper heads. 
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On tho back of each book should be affixed a label in the 
following form :— 


When besides its own permanent cover а book has also а 
paper cover, two labels should be affixed —one to the permanent 
and the other to the paper cover. 

253. Subjects.—The books in the library will be arranged 
according to subjects. The following main groups will probably be 
found to be sufficiently comprehensive. A list of them will be put 
at the beginning of each catalogue with numbers and reference 
letters showing the pages in the catalogue, the rack or almirah and 
tho shelf or shelves where the books of that group are to be found. 
‘This will form the index to the catalogue. 


Pages in  Almirah. 


Groups. tho = —— — 
catalogue. — Shelf. 
(1) Acts of the Indian Legislature and 1—3 AI 
Parliament of India. 
1,2,8 
(2) Acts of the Bengal/Bihar Legislature 4—6 A 
45 


(3) Ethnological and Linguistic (includ- 
ing Census), 

(4) Gazetteers and Historical (including 
services of officers, list of officers and 
civil list). 

(5) Manuals, Codes and Rules (non- 
legislative). ° 

(8) Botanical and Zoological. 


зт ro LE E SR 
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Pages ino Almirah. 
Groups. Cy eum 
catalogue, Shelf. 
(7) Agricultural [See also "Annual К 
Report”, Group (10)]. 
(8) Industrial and Technical (including 
monographs). 
(9) Educational. 
(10) Annual Reports— 
General Administration. 
Land Revenue. 
Registration. 
Stamps. 
Hospitals and dispensaries. 
Police. 
Jai 
Public Healthand Vaccination. 
Excise. 
Civil Justice. 
Criminal Justice. 
Settlement Report. 
Survey Reports. 
Agricultural. 
Season and Crop Reports. 
Agricultural Statistics. 
Co-operative Societies, 
Agricultural Experiments. 
Agricultural Income-tax. 
Sales Tax. 
Wards, Eneumbered and Trust 
Estates. 
Resolution by Local Self-Govern- 
ment Department. 
Forests. 
Civil Veterinary Department. 
Trade—Rail-borne Trafic. 
‘Trade—River-borne Traffic. 
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Pages in Almirah, 
Groups, the —— 
catalogue. Shelf. 


(11) Occasional Reports— 
Famine Reports. 
Plague, 
Fisheries ^" 
Supply of Labour. 
(12) Scientific, not included under preced- 
ing heads— 
Archaeological: 
Meteorological. 
(13) Law Reports and Digests, 
(14) Proceedings of the Bihar Legislature. 
(15) Miscellaneous. 


254, The names of the annual reports should be shown in the 
index. The years for which the reports exist should be shown im 
the catalogue proper. 

255. Arrangement of books on the shelves.—Ample space should 
be left to add other annual reports as they are received in the 
library. They should be kept on the shelves vertically. As each 
annual or periodical report comes in, it should be put in ita proper 
place on the shelf. 


256. Arrangement of books in almirah.— Where possible, books 
that properly fall in the same group should be kept side by side 
in the same almirah. For example, the bulky volumes of the Lin- 
guistic Survey and small pamphlets like Grierson's Seven Grammars 
of the Behari Languages really belong to the same group and should 
be kept together. Where, however, space does not admit of this 
arrangement and books belonging to the same group have to be placed 
in different parts of the library, the almirah and shelf number or 
letter should be properly shown against them in the catalogue. 


257. How to utilize space in the almirah.—It is often found that. 
the library almirahs are far too deep for the books in them, and 
thus much valuable space is wasted. In such caes, provided that 
the depth of the almirah is not less than 16 inches, it is possible 
to place the almirah with its end, and not its back, against the 
wall, and to convert the back portion by means of doors into a 
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second receptacle. The almirah will thus open from both sides and 
the available space would be thus doubled. An almirah only 16 
inches deep from front to back can be utilized in this way for 
books such as the ordinary manuals, imperial gazetteer, eto. The 
doors to almirahs should, when possible, be sliding and not swing 
doors. 


258. Paint In white letters оп racks, shelves or almirahs,—All 
racks, almirabs and shelves should be lettered or numbered. The 
numbering of the racks and almirahs should be done with paint in 
white letters on the rack, shelf or almirah itself. The use of proper 
labels pasted on should be discontinued because in a short time 
they either fall off or are eaten by insects. Similarly loose tin 
labels tied on to a shelf are not suitable, as they often got dis- 
placed and lost. 


361. Register of issues, no. 78.—A register of all books, reports, 
returns, ete., issued from the library on requisition is to Do kept 
in Form no, 13, annexed in Appendix A, and all books issued must 
be entred therein. 

262. Issue of reminders for books not returned. Except in tho 
ca ве of books required by courts or officers for continuous reference 
if a book is not returned within a month from its issue, a reminder 
must be sent at once, and repeated every fortnight until the book 
is returned. At the end of each year the entries relating to books 
issued but not returned within the year should be brought forward. 
in red ink, 


263. Time of stock-taking.—When charge of the library is made 
over or stock is taken, the officer taking charge of the stock must 
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satisfy himself and note the fact in his report that all the books 
alleged to have been issued as necessary to officers of courts for 
continuous reference are really in existence. 


264, Receipt to be taken for the books sent out of the library.— 
Where possible the signature of the receiving officer should be taken. 
in column 5 as provided. When, however, this cannot be сопуе- 
niently obtained, a separate receipt should be taken. These receipts 
should be filed in chronological order, serially numbered and the 
serial number entered in column 5 ofthe above register. 


265. Verification of library.—Every officer upon receiving charge 
of an office to which a library is attached is to satisfy himsel 
about the state of the library. In the Commissioner's office, Personal 
Assistant to Commissioner is to satisfy himself about the state of 
the library when he assumes charge. Unless he then reports that 
the books are out of order, or that any volumes are missing it 
will be assumed that he received the library in good order, and he 
will be thenceforward personally responsible for any defects. 


266. Inspectlon.—A thorough inspection of the library is to be 
made by the librarian once in three months and the result reported 
to the Commissioner/Distriot Officer/Subdivisional Officer by the 
gazetted officer in charge. That officer will inspect the library every 
six months. 


267. Guard file.—A guard file should be kept in the library in 
which should be entered the periodical inspection reports of the 
gazetted officers in charge and copies of all inspection notes made 
regarding the library by the Collector or by officers superior to the 

‚ Collector. These copies should be paged and indexed and should be 
on half margin, the action taken thereon being noted, dated and. 
signed on the margin against each paragraph concerned. 


268. Register of inspection report, —There should also be a register. 
in which the gazetted officer in charge should enter his periodical 
inspection remarks. 


269. Disposal of obsolete or useless books.—When a District 
Officer has ascertained by a personal inspection of n district or 
subdivisional library that more space is required on the: holves for 
new books, he should examine the existing books and make a list 
of such books as are obsolete or useless and forward it, with his 
recommendations for their disposal, to the Commissioner for orders, 
The Personal Assistant to Commissioner will likewise submit his 
recommendation for disposal of obsolete books to the Commissioner 
for orders. 
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270. Annual report,—The state of the library is to be described. 
in the annual report, it being specially stated whether allthe books 
are in good condition or not and if any of them are missing. 


271. Indian Law Reports.— One copy of the Indian Law Reports 
is supplied by Government to each District Officer and one to each 
Subdivisional Officer. The copy supplied to the former should be 
bound and preserved for purposes of reference in the yearly volume 
which should be entered in his library catalogue. The accumulated 
monthly issues of an incomplete volume are to be counted as one 
volume only for the purposes of the catalogue. The copy supplied to 
the latfer should after his perusal reach the munsif within one week 
for preservation in his office. To ensure care the Subdivisional Officer. 
should keep a receipt register appropriated to this опе periodical 
and the munsif should give his receipt in а column of this register. 

272, Bihar Hall-yearly Civil List—With a view Jo economise 
space in the Collectorate library, volumes of the Bihar Half-yearly 
Civil List should be treated for the purposes of destruction as В or 
C class papers according as the Commissioner of the Division 
concerned, may direct. 
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EE ree 
The Sth April 1988. 


Солквксттов Sur хо 1 


Viie Preamble of Chapter VIII of page 72— 


1 Zuaert the words "the Head Comparing Clerk under the direct supor- 
vision of" between the words “and” and "the record keeper" in the Sed 
line of tho rule. 


(Correction slip no. 1, dated the 4th April 1906.) 


tions may be received from the pupuc sor 


(0 information respecting the contents of papers and 
documents in the district office, whether such informa- 
Aten be ce he nat vennired for the nuroosa of ваті — 


Соввест1ох Stir ко, 2. 


Rulo 278, page 12 — | 


Insert tho following "Noto" below the тої 
* Nore.—Every application for copy shall state whother or not the 
person applying is a party to tho care from the record of 
which copy is wanted, 1f such person is not о party or 
“А.б his pleader, the application shall state the object for which 
vo- scopy is coquired". 
(Correction slip no, 2, dated tho 4th April 1906.) 


Conggorios Sur хо. S. 


| Rule 274,page 72— 


i Insert tho following "Note 2", below the existing “Noto” of Rule 
ods ота, the oxisting note being numbered as “Note”; 
d + Nore 2.—For the purpose of this rule records called for іп connec- 
tion with an original case or appeal will be treated asa 
puit of the rocord of such case or appeal’ 


th April 1906.) 


tile €; 
ra- As 
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wore than one entry, eg, the number of separate accounts or the 
number of proprietors in an estate. An application wil not be 
considered complete and the preparation of any copy of the required 
information from Register D will not be commenced until the 
requisite searching fees are paid in full. If full payment be not 
made within a week of the application it will be struck off unless 
the Collector thinks fit to grant extra time. 


Norn the district of Patna, Gaya, Shahabad, Saran, Muzaffarpur, Darbhanga, 
Monghst mud шарг, whero sare aro very potty and nian бреу Jio 
în many villages, the strict application of this rule would esuse difficulty. In these 
їнсїз, ono application may be made by a single proprietor in respect of all his 
sharm in one estate, and searching fees charged a the rate of 28 nP, for am 

umber of villages in tho estate up to four and an additional feo "of 25. nÈ. 
for each further set of four villages in the estate, Thur in an estate containing 
34 villages an applicant may flo a single pplication for information but he must 
pay Не. 220 np. na searching foes. In addition to tho fees mentioned above, a eur- 
Tego at the rater mentioned in tho note below Article 9 of Scheduled T, Act VIL 
OF 1870, which la seproduced in rulo 298, shall be levied. 


276. When and to whom applications are to be made. Registers 
to be maintained.—All applications for information or copies must 
be made on printed forms and, with the exception of those on 
which expedition fees are paid, are to be made to the Deputy 
Collector in charge between the hours of 10-30 д. м. and 12-80 P.M., 
except when office is held in the morning, when the hours should 
be between 6-80 А.М. and 8-30 л. м. The forms of application for 
information and for copies are given in Appendix B, Forms 27 and 
78. ‘They are obtainable from the nazir or from stamp vendors at 
0.02 nP. per sheet. One of the comparers will attend the court- 
room of the Deputy Collector in charge and will take charge of 
the applications for information or copies together with the court- 
feo stamps and folios as soon as they have been presented to (һе 
Deputy Collector. The comparer will check these applications, obtain 
the Deputy Collectors initials and date on each, punch in his 
presence the court-fee stamps affixed on it under the rules below 
And then enter theapplications in the prescribed registers—Appendix 
A. Forms 15 and 16 and the punched stamps in the court-fee 
register 58 of the Register and Return Manual The Deputy Col- 
lector in charge will check and initial all these registers daily. 
e t —¥ À- e ستو‎ э »*— چ‎ 

277. Terms of sale of Forms 27 and 28 to stamp vendors.— The 
forms (27 and 28) of applications for information and for copies 
referred to in rule 276 may be obtained by stamp vendors from 
Collectors’ offices at rupee one and rupee one and twenty five nP. res- 
pectively, per 100 copies for retail sale to the public at 0.02 nP, 
per sheet, 


Vide q.s 


к. 


та | 
СЕНЕР ОЕЕО ЕБВ x 


ы Соввкспок Sup no, 27 | 


Rule 278, Page 74— 
F we the words “whether certified or uncertified” in tho dth line 


( Correction slip по. 27, dated the 4th April 1966 ) 


uova es an 


be used in all cases. 


None) Under clause 19 of Government notifestion no. 2276-L.A.-25, dated 
tho Sth December 1921, the fee chargeable on applications for copies of. tho doon- 
Hents detailed in clauses (4) ond (13) thereof (me pages 77 and 79, Bihar 
Stamp Manual, 1955) hes been remitted. 


2) No oouri-te is changeable on tion by а person claiming undor en 
E БЕК me ti modor o ad ein aro on 
copy of өз anh f tho said а goment as оронсо c Rh 
Dae 38 Bihar and Orima Land envio Manat DS. mend Wid Lead Аңы 
"itin. Collection 10, File 300 a£ 193) 

(8) Vader Governroent. notification no. 10914:F., dated the 22nd December 1999 
Tes undor notion 1 af ibe NSE Auta паду аап Ant HB Da ai 

under P ч jet, 1938, i 
рта for tho person! ma of the aite d R 

(4) A титу at tho rale of 15 nP. shali bo loviod on the foo роко. 

ORN Talo for onch application for informaiton or sopien, whether eid. oe 
чони, 

279. Searching fee.—The ordinary searching fee shall be uni- 
formly 25 nP. for all cases, leviable in adhesive court. fee 
stamps, This stamp is to be affixed to the application in addition 
to the 15 AT 3 
р 
ch Совтспов Star ко. 5. 
in 
m Rule 279, pago 74— 


forms (27 and 28)" in 


fe (i) Substitute the words “form no. 27" for 

at the 11th line of the rulo 

fü (i) Delete the words "and for copies" in the 12th line of the rulo, 

(Correction slip no, 5, dated the 4th April 1907) 

eribod under tnis rule, E XE 
280. Applications to be numbered. Method and perlod of preser- 


ысы : ies received from 

the apr <= mA 

numbe Conzrorios 

filed ij Rule 280, page T4— CUI EE 

numbe to 

will b Tnserd tho words “or tho Subdivision? Hoad 

1 "ibdivisiona? Head Clerk as the © 1 

ЕШ) altor tho words “Record-keoper” in-Tth end sib Ine М von eut i | a 

(Correction slip ma. 6, datod the 4th April 1966 ) 2i 


REED 


CongECrIoS Sr ко, 7 


Г Rulo 231, pago 75— 


Insert the foliowing below the oxisting rule — 


«The time-limit may be extended to а week in the case of language 
or character with which the Copying Department Kstablishment is not 
acquainted, as it may take sometime to find ont a suitable outsidor to bo 


employed for the work". 
(Correction slip no. 7, dated the 4th April 1960) 


4 Connrorion Suir хо, 8. 


Rula 282, Pugo Tü— 


| 8 


“Distribution to copiez and inlormation sip to the particaAlt 
| copies and information lips should bo distributed to tha publio in tho 
| prevence of the Deputy Collector Incharge of the Record Room between 
380 t. X and 4,30 r. м. during day courte and between 10.8 4. M, 
11-80 A.» during morning court, All copies ready for delivery + 
bo entered in the proscribed register no. 160., App-A, which shall be 
placed out sido for inspection letween 2 r. st, (о $ т.м, during day courts 
and between 9 л м to 10 A. м. during morning courts, Tho appropriate 
$ Ташов in this register should be struck off as soon aa tho copios aro iiri 
"dn шей", 


stitute tho following rule for the existing rule— 


(Gorrection slip no. 5, dated the 4th April 1966) 


information can be furnished ai once, the comparer will note tne. 
same on the upper portion of the form in the column for remarks 
and make that part over to the applicant, taking the latter's 
receipt in the column for remarks in the lower portion, which will 
be retained and recorded in the office. If he cannot furnish the 
4 information at once, ho will enter in duplicate, in the sixth column 
of the form, the date, and, if possible, the hour by which the 
information ean be furnished. The upper and lower portions of the 
form with columns 1 to 7 thas filled up, will then be separated. 
‘The lower part will be made over to the applicant with a direction 
to return with it at the time fixed. The upper portion will be 
passed on to the clerk to whose department it pertains, who will 
enter in the column for remarks the necessary information and 
rotura it to the receiving officer before the time prescribed. On the 


wide 
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applicant's reappearance, this upper portion, bearing the information 
Will be made eve to Rim, and the lower portion, bearing his dated 
receipt in the column for remarks, will be taken from him and 
recorded in the office. 


284. Extra searching fee.—By paying an extra searching foe of 


Опе rupee the applicant shall be entitled to receive the informa- 
Ша ы for by drca (OI LA MS ERR ofco is held in 
the morning) of the day on which his application is presented. This 
application fee shall be paid by means of an adhesive stamp with 
theapplication. Under the orders of the High Court when fees for 
searching records in the Collectorate and other revenue offices are 
remitted by the Civil Courts, they could be sent in court-fees 
stamps, and not. in cash. 


Nore,—A surcharge at tho rato of 60 nP- shall bo levied on tho proseribod 
foo under this rulo. 


285. Rate of searching fees for information regarding landlord's 
fees.—The rate of searching fees to be levied on applications from 
landlord for information regarding landlord's fees shall, as given 
in rule (F). Chanter ILL nage ИШ а the Bihar Rogistration Manual, 


OORRHOTION Suir xo, 9. 


Rule 286, page Tü— 


Substitute the following tule for the existing rule: 


"Presentation of application for сорга Altor an application for copy 
has boen registered, tho Heed Comparing Clerk shall forward the applica, 
tion to the proper offiver who shall at once enter it in the prescribed 
register in Appendix A, Form 16А, bring out the document to bo copied 
and kocp it in readiness for tho estimatiog of the iolios and the court. 
fee stomps required" in the space provided for tho purpose in the applica- 
tion, sign and date the entries, make the песевышу entries in column Б 
of Register по, 16A and return the completed application to the Head 
Comparing Clerk, 


Tho number of folios required should bo earefully calcelated so that 
it may not be nocessary to obtain additional folies from the applicant, 
п contingency which under a proper system ought never to arise, 


Note 1.—‘The expression “Hoad Comparing Clerk” in theru les in 
this chapter includes а comparing clerk to whom the the functions of 
the Head Comparing Clork have boen delegated by the Deputy gOolloctor 
Inckarge for the purpose of these rulos- 

Norm 2.—If the records from which the copies are required is in 
the record room, the comparing elork should Le shown the record in 
the record-keeper's office. 


— = —— 


tion: 
any 
full 
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а outlying stations where there is only one Comparing 
Clerk, the estimating of the folios and court-feo stampa moys if the 
Deputy Collector Inchargo so directs, be made by the oficer to whom 
tho application is forwarded. 

Nore 4.The Deputy Collector Incharge should mako special 
arrangementa for the proper custudy of tbo documents removed, from 
тая for compliance with applications for copies Until the 
the abelves for te tbe о opying Серет to bo copied or ‘until tatis 

— mation ja received of the riectian nl the-annlicatior 


Conseonos Зир xo. 10. 
Rule 237, page 77— all 
Delet rulo 287. 


(Correction slip no. 10, dated the 4th April 1066) 
one wey rer کو‎ 


Substitute tho following rule for tho existing rulo :— 


wALethod of comunicating necessary §rformalion to applicants i 
‘The Head Comparing Clork shall notify tho number of folion and 
court-fee stamps required for the copy in the ense nf oach applicn- 
Шоп оп tho eame day, or at the latest,on the day following, unloss thoy 
have already been filed by moans of an entry in the presoribed regisler 
(Form no. 16B, App А). This register shall be kept at a convenient 
асе prescribed by the Deputy Collector Tocharge for pubio inspection 
Taring auch hours as tho Deputy Collector Inohargo may осу. When 
rine os or stamps are deficient, tbo dofioit shall be notified in the 
ibt anser. Hejected applications shall also ba shown in thie 
rogister. 

Nore.—In comlying with a requisition for copies of papers contained 
im азыг, the Record-keeper should not permit the entire record to 
be removed to the Uopying Departusont but only such documents na are 
specified in the application, unless the documents specified in the appli- 
оп constituto the entire record, ‘The case number should bo given 
De MI the pages of the paper forming the record before sending them 10 


the Copying Department". 
(Correction slip no. 11, dated the 4th April 1066) 


tions will not be considered complete пог will the ration of 
any copy be commenced until the full court-fee Кшм и 
fuil number of folios specified in column 4 have been supplied. 


| 
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E ayn 
hou! 
lf in any case the «said stamps and folios are not supplied PP 
ГЫ within one week of the date of this notice, the application will | 
" be struck ofíi— раг 
Date Е 
I——— 3 
" pli 
Dato of Information givon 
pplication. Namo of applicant. | toapplinani ^ Remarka Бе o 
= ate Мр. 
tiu 
25:3 3 + ce A 
= јен 
гї 
Signature of Comparer. 
Signature of Deputy Collector im Charge, 
Date. 
Ri 


[n the column 4 tho quantity of marmped folion, plain paper, «оо-ов 
теда sold be tered Any ati Цо риа Сера Us op 
partieniar ise should also be entered in this column, 


289. List of copies ready for delivery.—The comparer will prepa del 
ily and hung up on the record-room notice board at 4 М, | ont 
„M. when the office is held in the morning) a list of/ tho ap 
y for delivery. "Phe list shall be in the following form:— | his 


ше 

N NOTICE. 
i Iast op Corres Reapy ғов Ретлӯких, | 
==“ я E 
Connection Stir хо, 12 Г 
u 
Rule 239. page 78.— Р 
Delete Rulo 289, 
(Correction slip по. ted the 4th April 1960) с 
ЕЕ D 
E pa 
1 Ў М ге 
"Signature of Comparer. я ts 
Ш = 10] 
Signature of Deputy Collector блату ш, 
3 пес 
wil 


Cosuvcrios SLIP хо. 19. 


290, page 79— 

Substitute the fol 
r E B. d stamps, ote., shall be filed before the 
ч i amps, ete. 
à ren Within the Pioseribed hours and, mu. three | 
А ing of notie cribed im rule 288. x 

es E Aie tula ats, showing the number даид of- EXE 

i. m nome of applicant and tbe пшшЬег of folios fle 

в, 


ih aud 
i he oud of the first paragrapl 
lallowing sentences ot И 22 
н af the exiting тшн 


i j If the 

i he applicetion may be rejected. Ш! 
(ACs rectc. ant to that eee ahali Do mado анам 
pa dE ip the prescribed register (orm no, 18}, 
uy Cube pring Clerk while going round the hes to mnb 
р A): The Comit ра the тојест applications and show hem io 
adi tees who sa sig tho appeaton on th rea end te 
ag ote to tho proper places, maké 

ng dence 8 aud 9 of vo rogistor uo: 16A". 

intries à 


(Correction slip по, 18, dated vbe dth April, 1960), 


" 
lowing two sentences /or the first two sentence! 


EC 
va 


SERSSSEERDERRE 
= 


o кече TOPE ада court-fees of redi lues, 


Содвестох Spir xo 14 


Rule 291, page 79. . A 
^Sulatitute the following rule for the existing rule: 


eure for furnishing the date when І. copy will be ready for. |, 
bon р ape and folios are Gled ihe dave shall be 
entered in placo provided in the form for ibo purpose. ‘The | 
applicant sbail, ut iho ваше timo, prevent tbe couuterfoil ef 
his application, which has been returned to him ша a | 
memorandum shall be made thereon ststing the date and hour 


hon the copy will be ready. А corresponding noto eball Бе minda ow the Бой 1: 
and main portion of the form, Toe Head Comparing Clerk will at tho ^ 
Same time take the applicant's signaturo with dato ou the middle pones | 
of the application below the entrios as to the date of filing the folios and amps 

and the datewben tho copy will be ready for delivery, The applicant ahali rote, 


the countorfoil and it shall bo his duty to attend on the date fixed tor the 
purpose of receiving the copy. 


The Comparing Clerk deputed for the purpose by the Head Comparing — 
Clerk shall tako the application on the ваце day to the proper offices wi I. 
an endorsement requiring him to sead tho necessary document, Sugh odias 
shall immediately hand over the docu; ent with the application to the Com- 
panog Clerk and note on the application the fact of compliance with tho 

i Comparing Clerk shall make wecessary entry in column. d 
ol Rogister no. 16А. Тһе Comparing Clerk deputed to mak estimate of 
Maie, amd оош. ео stamps shall take with him original documente of whisk 
copios are ready nnd return them to the proper officer, who Will make che 
Auger entries in column 7 of Register no: 16A, ‘The Comparing Clerk 
will at the same time receive from such officer tha documents! for copios 
of which the requisite folios and stamps have been filed by the applicant, * \ 


(Correction slip no, 14, dated the 4th April 1965.) 4 


| Cot E 
noch enc AR NN Bex 
| Insert the following at the end of the rule — 
“this should be dono also where the aplice is wi 
à i» aplication is withdraw 
folios ond stamps have not bosa used, Such stamps Should nat шд Ж 
sonrohing foe and oxpedition foo affixed to the application," ^ 
(Correction elip mo, 16, dated the dth April 1966.) 
ще. mme eee ETUR Саа ан E dri 
cannot be granted, the folios and stamps su by the a] 
т urned to him at the time when he is Hone 
Yes “an. ea га їв. һоп any applicant requires his copies to be 
" on the day of apnlication an extra fee of ono rupoo 
Commectiox SLI хо. 16. E 


Rulo 293, page 80— 

Insert tho following below the rule 20$ :— 

"qn cate of «language or character with which yi 
mont Establishment is not acquainted By уа а Срна: Lis 
| pao o be fleod by Deputy Collector Гас, Record Room ER 

paid to the ‘coaversaat wi с 
Wee to bo paid io tb prvonsoavermat with te scie who is rpeciilly 

vd Noto to rule 293 may bi Д oN 2 
bellowing шау be added mi Hole MM sena Ans ah ШШ 


no 


Соаввксттох Siar хо. 17 


Rule 294, page 80— 
Insert the following “Note” below the ral 
«Norm. Every application for copies of deposition in n case which 
being heard shall bo laid before the Trial Magiatents for such orders as in 
Milferetin may make. Jf euch Magistrate зо dida. so much of the 
deposition shall oxch day be given to the Head Comparing Clerk аз thore 
dotin able hope of veing copied in the coarse of а day. The Heil 
"Comparing Olerk shall retuem the portion to the Magistrate at the close o 
"the day subject always to (a) the pracednes which mast invariably be 
The del ‘wo appllostious on which aa expedition fea kas been paid, ond 
(1) wo. delay occurring ne а consequence із respect of ordinary applications of 
V) Pier data, auch coples will ordinarily bo issued on tbo same day or 


ү the following da^. 
" (Correction slip no. 


"eo соксо SHE Sw. =~ 


17, dated the 4th April 1960.) 


ов, page 80— 
Rule d dip ne 18) gated the Ath. April 1986,) 
(Correction © "à 


Rule 


pete 


81 
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applications a court-fee stamp of 15.n.P—and—a-searching-feo y4, о, 
ot 25 "аз. peser їп rulos 258 and 279 above, in addition vg. |g, ` 
to-the foe required for authentication. 3 


Соввестїох Sirr хо. 19. 


Rula 297 pago 81— 

Substitute the following for the frst sentence :— 

"үш the caso of copies fled exhibited or recorded in any court, the БҮ, 
вош вв chargeable under the Court-fee Act should be levied by afisinB 2. 
the necessary stamps to the first folio of the. сору". 


(Correction slip no. 19, dated the 4th April 1966.) 


officer who compares the copies shall note the number of words 
written by the copyist or typist on the back of the folios, so 
that tho reoord-keoper, who should from timo to time check tho 
number 30 reported may bs able to verify the correctness of the 
stamp affixed. 


298, Stamp duty.—Tho following foes aro proscribed by law :— 
Articles 6—9, Schedule I, Act VII of 1870. 


When such judgment or ordor 
is passed by any Civil Court 
other than a High Court, or 
by the presiding officer of 
any Revenuo Court or office, 
or by any other Judicial or 
Executive authority— 


(a) If the amount or value 
of the subject-matter is 
fifty or loss than fifty 
rupess—40 nP, 


Article 6.—Copy or translation 
of a judgment or order not 
being, or having the force of, 
а decree. 


(b) If such amount or value 
exceeds fifty rupees. 
75 nP. 


When such judgment or order is 


passed by a High Court 
—Re. 1.50 nP. 


a Е 
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(When such decre or order is 
made by any Civil Court 
other than a High Court, or 
by any Revenue Court— 

1 (e) if the amount or value of 
the subject-matter of the 
| suit wherein such decree 
Article 7.—Copy of a decre or 4^ — ororderis made is fifty or 
order having the force of a | less than fifty rupees— 
decroo. | 75 oP. 
| @ If such amount or valuo 
| exceeds fifty rupecs— 
| Re, L50nP. 
| When such — decree or order is 
| made by a High Court —40 nP, 


( (а) Whon tho stamped duty 
Article 8.—Copy of the doeu- | ‘chargeable on original does not 
| 
1 


ment liable to stamp duty | еховей—50 nP—ono and half 

under the Indian Stamp Act, | times the amount of tho duty 

1870 , when loft by any party 4  chargeable on tho ? 

to а suit or procoeding in place 

of the original withdrawn. (b) In any other case—75 nP. 

Article 9.—Copy of апу revenue b" every throo hundred and 

or judicial proceeding or order sixty words or fraction of three 

mot othorwise provided for by hundred and sixty words—75 nP. 

this Act, or copy of any account, 

statement, report or the like, 

taken out of any Civil or Criminal 

or Revenue Court or office, or 

from the office of any Chief 

Officor charg өй with the oxecutivo 

administration of a di 
В.А court. 

its application to B 

А pemeribed by asetion 4 of the Bibar Emertsinments Duty 

(Gurohurge Amendmont) Act, 1948 (Act XXV of 1445) 1— 


ННЯ 
arge at tho following ratus 
y. Court- Foos: and нашр. 


leviable under the Act, ns amn 
т, ahali ba increased by а sure 


1 On every whole ru +. Я "ETT 
E (2) Un А fraction of а rupes up to and including 0-15 nP. 
0.25 np. 


(0) On a fraction ofa торга exceading O25mP. but 0.202. 
not 0.50 nP. 

(e) On u fraction ofa rupes exowd ng 0.50 uP. but 03502. 
notexnosding 0.15 ЮР. 

(d) On airactiom excooding 0.75 ЫР. but tess than 0.40nP, 
& rupee. 


See uow ths Гай Stamp Aot, 1899, Gaasral Acts, Volaims V- 
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Hzplanalion.—On a court-foe of Rs. 20,40 nP. tho surcharge will 
| be (20%0.40 nP.)--0.20 nP. viz, Rs. 820 nP- and the total court- 
foe loviable will be Rs. 28,60 1р. 


Nore 1—Under Government notification по. 2570LA—25, dated the Sth 

mbor 1921, the following reduetions and rembsione of duy have been ordered 2 
(u) "Tho fece chargeable: on (i) copiee of village settlement record furniched to 
landholders ond cultivators during the'eurrency’ or at the tenmipation of »elüment 
operations; nad () liste of fede estrueted Irem village settlement-records for (he 
Pepe" of being ibd with petitions of pli im авео cour bavo beon 
КЁ 


Provided that nothing in thir clause shall apply to copies of Judicial proceed. 
ings, oF to copien of village settlement records (other than lista of Пен) extracted. 
‘or aforesaid, which may be Hed in any court or office. 


(0) Tho foo chargeable under Articles û, 7 and 9 of the first schedule to the 
Courtfoes Aot on copia Tarnished by civil or criminal ourts or revenue vourts 
or осон for the private пасе of persons applying for them have been remitted s 


Provided that nothing in this close shall apply to copies when flod, exhibited 
or recorded in nay court of jung ог темей Бу ау pua alitor 
(e) The oon chargeable on tho following dosizornta havo: bom rite i 
(9 Copy of charge, fumed under section £10 of the Code of Criminal 
Procedure, 1888, or of а translation thereof when tho сору given 
Vo en олмей parsons 


(40) Copy of the evidence of supple, witnesses after commitment, whan 
| tho сору is given andor motion 219 of the said Code to an абси 
person; 


(4) Copy of translation of а judgment n а rase other then а summons 
vw, and copy of the heads of the Judge's chargo to the }шу, when 
the ‘copy or translation is given under section S71 of the enid Cele 
to an accused person; 


(ie) Copy oF translation of tho judgment in a summons case, when the nccuted. 
Porson, fo whom the copy or translation ir given under section 371 of 


| (5) Copy of an order of imaintonancs, when tho copy i» given under section 

400 of the said Code to the person ín whos favour tho onder in mado 
зт до hit guardian, if any, or to the person to whom tho Почало is 
to be paid ; 


(wi) Copy Furnished to any parson añoeted by a ў or onder pared 

By. a Criminal. Goart "of Ше dodge ohare othe fury ot ot way 

| olor, doposition or coller. part of tha record when. the сору it not a 

copy which may be granted under any of the preceding vub-oinuser 

Without tho payment of a fom but ix a оору which. om ita being 

[рр for uar soction 343 of tho ad Codo, the. Judge or Magistrate 

for som» special reason to ba recorded by him on the copy ‘thinks ft 
to furnish without such. payant; 


“Having rogard to tho pesvbions of selîsa 76 of the Evidence Act this oon- 
session refers 29 плей copias only 
‘yeh ae, чут Uo Gode of Cristal Prodaduns, 1898 (Ant V of 1828), Goneral Асы, 


E j 
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* Article 24, Schedule ТА, Act IT of 1899. 


Article 24.—Copy оГ extract, (i) If tho original was not chargo- 


cortified to be a bruo сору or ablo with duty, or if tho 
extract, by or by order of any duty with which it was 
public offcor and not chargo- chargeable does not exceed 
able under the law for the time one rupeo—75 nP. 

Beng ln foros lating: o egati- 

oes. 


(ii) In any othor case—Rs. 1.50 nP. 


Be jn addition to stomp duties of 26 nP. ond Ra 130 BP. o surcharge at 
tho rote of 3$вР, and 60 nP. respectively shell be lovicd on говаг ей by 
Section 9 of the Bihar Enterinioments Duty, Coart-Foes and Stamp. (Surchargo 
Amendment) Act, 1048 (Biher Act XXV of 1048). 


Exemptions. 


(a) Copy of any paper which a publio officer is expressly roquirod. 
by law to mako or furnish for record in any public ofico or for 
any public purpose. 

(0) Copy of, or oxtract from, any register relating to births, 
baptisms, namings, dedications, marriages, divorces, deaths or 
burials. 


‘Tho expresion “as 


in intors eslating to the dilution of merimger. (G0 
Order mo, asgo Exe, dated vh» Sth 1002, Vo the Governments of Easton 
Bengal ana Nom, recotvod with задаї Government Order no IITT-S-R, dated 


thee dono May Luv: 

299. Particulars to be recorded on the back of the copy.—When 
a copy of a judgment, decree, sentence, or order is granted, tho 
following particulars must invariably bo recorded on tho back of 
tho copy itself and in tho form given below for tho imformation 
of an Appellate Court (section 12, Act XI of 1908, the Indian 
Limitation Act) :— 

Data of annlination fae the conv 


Соввкот!оз Sur хо, 20 


Rule 299, pago 85— 
Insert the following sub-paragraph below tho rulo:— 


“Inthe vase of a сору of a judgment, decree or order, the date, 
iking over tho copy of the applicant shall also bo 
expressed in words, Each date on which extra folios aro to bo notified 


excepting tha date of 


and eich date on which they are delivered shall also be recorded". 
(Correction slip no, 20, dated the ith April 1966). 
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бї Copy ef al documents fi ador te andem of any Court or 
gimus to any баллына Айтор oe imi a ons RR 
Dog ther eck eee ce 
ШШ а шиа а науыл Genscan e к; id 
Cour 
(eii) Copies of all documents which any such Advocate, Pleader or othor 
Toon requis tp nba tn cuca wi эи opus ale ee 
КАК а ета а 
к йе parpier Er ETE 
аат 
(Ge) Очи. f. Fele or. албаа pill, Бу. адаан of ia li 
pce uper peg ee 
(0) "The feos ehargeable on certified copies of entriet in record -of.rights furnished. 
ого with any rure for the tme bring in force under the. Bihar "Tinan 
Ди TIE Tan, asd tha Chota Nagpur Minas Ant (Bengal Ant VI ci ШИ 
‘ier the fat pullis Sr жей Mettre de Sessa, ЗАГА snd RN] 
prego pt, 

1) "Tho fees chargeable on copies of documents furnished by a District Magistrate 
to реш арр Sy the Тош vo dod а ори eodd ff maU bane 
Pers 

(f) The court-foos in excess of 0.50 nF. chargeable on cortified оор of 
entries їп record-of-righta of a village or a portion thereof, maintained under llo, 
Bihar Tenaney Act (VITI of 1885), and the Chota Negpur Tenancy Act, VI of 1008 
Save bots ийнан (othe жаш of Gaga 3 

[tte nbors orae ius in conor атлай italy to a froe ici 
огаория of rocond-tighta} 25 

(д) The foes chargeable on copies of deoroes of Civil or Revenue Courts si 
in the territories of His Highness the Gaekwar of Baroda forwarded to any court. 
Huge DE PS 
dure Code? 1908 (af IR 


З, Under section 51 of the Tand Acquisition Aet (I of 1804) апу porson chim: 
ing under am award or agreement made under that Act is entitled frea of оон 
to опо cortifed сору of «o much of the ewan or agreanont ax concerns МеН. 


3. Under section 343) of the Coss Aot (Bengal Act IX of 1880) tha Board 
of Rovenun has directed that 


(0 copies of so much of the valuation roll and of the roturns aa relato to 
tho lands included within the applicant's estate, tenuro or holding may 
be given to him on paymont of tho copying foes only. 


(Gi) on application, which may be im plaia paper, from the superior holder 
in whoo estate or tenure the rent-free land hax bonn included under 
жоооп 71, copies of roturas (without Boundaries) fled by Шю rents 
fand holdor should be given eu ihe printed form tree of cont. 

4, Certified copios of tho schedules prepared for cases of commautation of produca- 
senis io eosberents shoul! beer courtes stampe ealoulatod according id 
Article 6 of Schedule T of Aet VIT of 1810 (Courtfoos Act), the culeulation 
being База on the carent fired im oach cass Sp. 10 22 таюы were tried 
together, and “the eash-rents fixed are all below Ra. 00; the value of the cour 
ios atampa would bo Ra. D25nP. у again ifan application’ is made for copier of 4 
ош of 35 entries in а schedule amd tho commuted caahrenta in thoma our casos 
фо Fa. 15, Re. 18, Re. 80 and Ka. 13, respectively, the value of the courbes 
sten peloviüble would be Ra. 1.д0 nP. only (0-10 nP. 00 aP. +075 nP. +0.40 aP"). 

5. Article 9 of Schedule I of the Courtfeee Act refers to executive ardere or 

! orders in which, no monetary valuo M вакти aueh Ax tom under 

36. M1 or DN) of Act V, By C, of 1407 (Exales Partition Aut). 
Teen order is of a judicial tars ani a Tal? ean Во amossed яо bà 20 
mowed, and the courte regulated by Atlicle 8 or 7 of “that schedule, 


in 


jato 
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400. Use of printed forms.—Wlenever copies are required of 
any portion of the registers and forms enumerated in the list below, 
they should be made on printed forms. 


Collectors should allow for the requirements under this rule in 
preparing their indents for these forms, In doing so it should be 
remembered that if forms run short the public will either have to 
wait for their copies or pay the greater cost of copies to be made 
entirely by hand :— 

(1) Settlement. khatians. 


(2) Working khatians, 

(8) Settlement khasras, 

(4) Settlement. khewats. 

(5) Settlement village notes. 

(6) "Terij in settlements under the Bihar Tenancy Act. 

(7) Bhuinhari register and map under Bengal Act II of 1869, 
(8) Forms of kabuliyats, 

(0) Forms of pattas. 

(10) Local cess revaluation rolls under section 35 of the Coss Act, 


(11) Local cess valuation statements under section 34 of the 
Cess Act. 

(12) Local cess form of return prescribed by section 14 of 
the Coss Act. 

(18) Land Registration Registers A, Part I, and D, Parte I 
and П. 


(14) Application for mutation of names. 

(15) Decree and kaifiat in land registration cases. 

(16) Board's miscellaneous forms of rubakari and intimation slip, 
(17) Land revenue and cess tauzi ledgers, 

(18) Sale proclamations, 


(19) Form B—Agreoment under the Land Improvement Loans 
Aet. 
(20) Forms of certificates. i 


(21) All kinds of chalans. 
Register II—Ledger of each raiyat in a khasmahal. 
(28) Land acquisition awards. 

(24) Partition statements. 


(25) Khasras, khatians and khewats prepared under the Partition 
Act. 
(26) Rent suit faisalas, 
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\801. Procedure for using printed form.—The forms enumerated 
in rule 300 will be supplied by the office, and the charge for cach 
form used for copies will be 0.10 nP. except in the case of the 
forms of Settlement khewats and khatians, the price of which will 
he 0.02 nP. per copy, subject to а minimum of 0.10 nP., what- 
ever be the number of forms taken, and to the reckoning of 
incomplete fractions of 0.10 nP. as 0.10 аР. which will be paid 
by а courtfee stamp on the application for the copy. ‘Thus the 
forms need not be treated as saleable forms, and no further account 
need be kept of them than is kept at present, Copies of obsolete 
forms are to be given on folios, as in the case of ordinary copies. 
A label or slip may be prepared which will show the number of 
printed words for every form mentioned in rule 300, in order 
to save the trouble of counting the words for the purpose of as- 
cortaining fees for authentication on every occasion, 


(a) Copying fee will be charged only for such part of the copy 
as is written by hand or type-written, and will be realised by 
court-fee stamps affixed to the applications, 

(0) Court-fees for certified copies will be charged both for the 
printed and written or typed words and will be affixed to the 
copies. 

(c) If the copies are made on printed forms and the headings 
of the columns are in two languages, the court-fee will be calculated 
on the number of words in one language only. If the forms are 
printed on both sides and one side only is used for the copy, 
tho courtfee will be calculated on the number of words on one 
side only of the form. 


302. Cancellation of stamps for copying fees and payment of 
remuneration to copyists.—All stamps, ailixed to the application 
under rules 278 and 289, will be punched and entered 
in the Court-fee Register according to rule as soon as filed; but 
tho stamps for authentication, copying fee and value of forms 
will be punched and entered în the Court-fee Register as soon 
us the copy is ready. In addition to the ordinary punching, stamps 
for copying fees will be marked "cancelled" in the presence of the 
Deputy Collector in charge, at the close of each month, and copy- 
ists or typists will be paid two-thirds of the total value of these 
stamps on bills, to which will be attached a certificate by the 
Deputy Collector in the following form :— 

“Certified that the total amount realized by couri-fee stamps 
on account of copying fees during the month of is 
Rs. and that stamps to this value have been 
marked ‘cancelled’ in my presence", 

9 Bd. of Rev.—7 


| NN 


kes. | 


21. 


Соквксттох Str хо. 21 
| flo 303, page 58— 


Delete the word \‘cortified” trom the headiag and the word *Authon- 
ticnted ' from the first sentence. 


(Oorrestion slip no. 21, the dated 4th April 1966) 
euueetye оше sup. 7 


Norz.—A surcharge at the rate of 0.35 aP, shall bo Javid on the foe presvethid 
under this ratte т аео а 


304. Maps available to the public. —Among: the maps of the old 
surveys there are surveyor's village plans or revenue виғубу maps, diara, 
survey, thakbust and khasra maps, and amongst thou: of 
recent cadastral surveys there nre villazo  ewdastral maps 
consisting of one or moro Held shoets, ' village maps 
of the recent cadastral surveys arê in futuro fo 
printed, and the rules for i 

аго to be found in rulo ФИ, 

Miscellaneous Rules, 1008. 


am to encourage, in ever 
legitimate way, the widest distribution of copios of all kinds 
among patties interested. 


305. Tracing cloth and copying fees for copies of maps, how 
to be paid and accounted for.—Copies of of the old surveys 
and those of new, surveys when жаш С be supplied on 
tracing cloth, of which two kinds are supplied to the District Officers 
viz., (i) bright, and (ii) dull black, in pieces af 24 yards long by 
36 inches wide, and the quantity required of either kind ix to be 
supplied to applicants for copies of those maps at the rate fixed 
by the Superintendent, Government Printings Bihar, in his price 
list for each year. The cost of the tracing ів to be paid for 
in the same way as the copying fees leviablo in respect of the 
supply of copies of these maps, namely, in court-fec stamps. The 
amount of such stamps is to be noted in column 12 of the register 
of applications for copies (Form 16, Appendix A), 
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of the shect only, and must not contain more than the authorized. 
number of words, On the other hand, care must be taken to see 
that applicants are not imposed upon by the copyistsor typists 
spreading their writing or typing over а large number of sheets 

^ than is necessary. By insisting on the number of lines in each 
sheet or space being uniform, control may easily be exercised in 
this matter, the number of words in a few of the lines in each 
folio being carefully checked by the comparer. The record-keeper 

- and the Deputy Collector in charge should also from time to time 
check at random. The business of a copyist and typist is (like 
most other occupations) one calling for skill, and is greatly depen- 
dent for its successful practice on experience. Copyists and typists, 
therefore, must possess or acquire skill in their business, or they ought 
not to be retained. 


№307. Use of proper ink.—All copies, whether granted free of 
cost or on payment, should be written legibly with good ink, 
‘The officer entrusted with the duty of examining a copy shall 
be held responsible for the copy being written with promer ink- 


буплтот!он Sur xo. 22 


Rule 308, pago 19— 
‘Substitute tho following for the existing rule :— 


uCortiliod copies mus, a» required by section 76 of the Indian 
Evidenco Aot, bear at the toot of the words “certified to hea true copy” 
over tive signature (not initials) of the oficer having custody of the 
original who sholl add his designation and the words + Authorised under 
чеп 76, Act 1 of 1872", All these words except the signature iteelt 
may be impressed by а stamp. The officer ia question is the Record. 
kenper, or tho Subdivisonal Head Clerk, as the caso may be". 


Тав rt the following rale as Rule 30:4, below the rule 308 :— 


ВА. CancHlation ûf Stampe in copies—The court or office 
issuing copies, certificates or other similar decuments Table to stamp 
duty, sbail before issue cancel the labels affixed to them by punching 
Wut wilh а зцопге punch, m portion of the label in such a wannerüs 
toremove neither tke lguro head nor that part cf the label upon 
Winch its value is expressed As ап additional precaution, the 
signature of the oficer attesting the document, with the date should 
Pe written across the label and upon the paper on either side of it as is 
frequently done by person signing stamped receipts, The stamp shall be 
punched at the time of attesting the document: 


(Correction slip no 22, dated the 4th April 1066) 


Me cis. 
KIEA 


rH rp oit be shown on the back of the copy by means 


Stamp in theform given below :— 


s. 
Р Application for copies 
Searching foe .. 
Extra. tee 7 E: 
Authentication fee 
Number of — 


Plain paper ~ 

Printed forms 

‘Tracing cloth —— 

Copying fee (number of 
words). 


Total 


(In words) Rs, 
пр, 


I = ————— 


Constoriox Suir ко. 28 


Rule 310, page 90— 5 


(5) In the third line of rule 310 at page ёа, Chapter VIIL, delete tho 
Words inside the bracket “whether certifiod or uncertified", 


(ii) In the seveuth line, insert the words "or Hindi in Devenagri 
| еН” and а comma (,) after the word "English amd ubi words and 
экем (except Hindi im Dovangri Script") after e want 
| "Vernacular", 


elete tho existing brackets before and after the words 
"English" and « Vernacula 


CORREOTION Sur so. 


A 
Mf Rule 311, page 90— 


(i) In tho 2nd liue of the rule 311, delete the words certified and 
ified", 
| uncertified”, 


| (fi) In rule 311 (c) im the tenth lino, itute the following for 
"English" words “English ог Hindi in Devanagri Seript". 


(Correction slip no. 24, dated the 4th April 1966.) 
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(b) the same impressed stamped paper of 0.20 nP. with 
ап adhesive stamp of 0.20 nP. affixed thereto 
for copies of. ments, containing from 151 to 300 
type-written words; and. 


(c) the same impressed paper of 20 nP, with an adhesive 
stamp of 40 nP. affixed thereto for copies of 
documents containing from 301 to 450 type-written 
words. "These sheets should be used for copies of 
lengthy documents. For the concluding portion of 
such documents the stamped paper (а), (b) or (c) should be 
maed according to the number of words remaining to 
be typed. These charges, it will be seen, correspond 


exactly with the charge for manuscript , capies, 14. 
30 nP. for folio of 150 English b theses ot 


sheets will be 


ied into three equal parts by blue Yol čs 


lines, each part being intended for 150 type-written ^^ 21 


words. In the case of the charges (b) and (с) above, 
the adhesive stamps will be affixed across the per- 
forated lines on the top of the sheet of the impressed 
stamped paper. 


Noma sur gt tho rato of 13 nP. oa the fee prescribed únder clauso 
(a), at tho rate of 20 пр. on the fee ibed in ешш» (0) and nt 
IBS mto of 3O nP. om the fon рей In des (c) of Pha ralo shal 
he levied. 


312. Rate of cost for copying surveyor's village plans.—For 
copies of the surveyors village plans the ordinary rate is to be 
опе rupee per plan, but should the internal delineations be intricate 
and the labour be enhanced in proportion, the rate may be 
inoronsed at the diseretion of the Collector, within a limit of two 
rupees per plan. 

Nomz—A surcharge at the rato of 40 nP. hall ordinarily be levied on the 
ios "proscribed undor this role. I may be inereased al the discretion of the 
Collector wp te "T6 nP, por plan. 

313. Differential rates of cost for copies of thakbust and 
cadastral maps necessary—Thakbust and cadastral maps require 
to be copied by placing the tracing cloth over them, and marking 
the salient points, and then ruling or tmeing lines from point to 
point. The thakbust maps show large chaks with their numbers 
and in addition, at each angle of the boundary line, each station 
is also numbered, but cadastral maps show only plots with their 
numbers and boundaries. Owing to the curves in the boundaries 
it is often difficult to distinguish one line from another, and it is, 
therefore. necessary to prescribe differential rates for copies of 
these two classes of maps, 
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314. Rate of cost for copies of thakbust maps.—For copies of 
thakbust maps each chak, tank, jhil, watercourse, well ог garden 
should be counted as four and each number (whether inside a 
chak, being the chak number, or at an angle on the boundary line, 
being the station number) and each written word on the face of 
the map or each tree should be counted as one vernacular word: 
copying fees should then be calculated forthe whole under rule 
А 

315. Rate of cost for copies of cadastral maps.—For copies of 
cadastral maps each plot, tan watercourse, well or garden, 
Including its number, should be counted as five vernacular words, 
but where no separate number is given to any of the above. 
the plots should be counted as equivalent ќо four vernacular words; 
each written word on the face of the maps should also be added 
as one vernacular word, and copying fees for the whole should then 
be calculated under rule 210. 


316. Rate for ruling lines in copies of register.—The rate for 
ruling lines in any register should be caloulated at one vernacular 
word for each line, each line being taken the whole length or 
breadth of the page or sheet 


317. Exceptional eases.—ln the case of other maps and plans 
no general rule can be laid down. In each case a charge will 
have to be fixed with reference to the difficulty or intricacy of the 
work done and to the cost of tracing cloth. In such cases the 
cost to be charged should be fixed by the Deputy Collector in 
charge personally. 


318. Copying fees for jamabandis, measurement papers, ete,—Tn 
the case of documents, such as jamab: measurement. papers, 
order-sheets, accounts and others, which аге not written continu- 
ously like « deposition, or which are not written right across the 
page every endeavour should be made to write as many as 100 
English words or 300 vernacular words on each folio. 


Note—A surcharge at the rato prescribed in the notes below rules 310 ani. 311 
above shall also be levied. 


319. Plain cartridge paper to be pastel.—If it is found im- 
possible to do this on each folio without distorting the form of 
the original document, as many additional sheets of plain cartridge 
paper as may be necessary (to be provided by the applicant for 
the copy) should be pasted on below, or at the side of the first 
sheet. 


320. Additional charge to be levied.—In consideration of the 
additional time and trouble involved in eopying documents of 


á 


CHAP. ҮПІ] THE BIHAR RECORDS MANUAL. 


the nature described above, an additonal charge may be levied 
from the applicants according to the following scale :—In all 
enses requiring more than three folios, one additional folio may be 
taken for every four folios, that isto say, one additional folio | 
may be taken in cases requiring four to seven folios, two additional 
folios, in cases requiring cight to eleven folios, amd so on. No 
additional charge should be levied in enses which require, from. 
one to three folios. 


Norm—A surcharge at tho rate prescribed in the notes below rules 310 and 311 
bove shali also be levied. 


V.—Rules for copyists, typists and comparers. 


324. Collector Is to license copyists or typists.—The Collector 
is to license as many copyists or typists as can ordinarily supply 
all applicants with copies within the period specified by there rules, 
And no one but а licensed copyist or licensed typist shall be 
employed in the preparation of copies. ‘Typists providing their 
own type-writing machines should be given the preference over 
others when fresh appointments are made, But when the copies 
appliod for are few or not sufficient to induce an outsider to take 
a сепке for tho work, and the work generally is light, the 
Collector may employ an officer of the fixed establishment to do 
the copying work if he can do it without detriment to lis other 
duties. Care must bo taken that copies which are paid for nre 
made only by licensed copyiste or typists, or in the case last 
mentioned, by an officer of the fixed establishment. 


821A. Commissioner's cflice.— Ccmmiesicrers are at liberty, if the 
demand for copies from their recorda makes the arrangement 
advisable, to appoint o licensed copyist or licensed typist for 
their preparation. 


322, Relationship of copyists or typists fo the clerks.—Every 
candidate for employment as a copyist or typist in the office of а 
Commissioner or District Officer should be required to state 
whether he is related to any of the ministerial or other officers 
in that office. Any incorrect or incomplete statement will render 
him liable to summary dismissal, if appointed in due course. 
Relationship to any such officers does not disqualify a candidate, 
but there must be no concealment of the truth. 


828. Number of copyists and typists —The number of copyists 
and typists licensed should, as far as possible, not be greater than 
will admit. in ordinary cireumstances, of each copyist, who cannot 
make copies in English properly and has to be employed solely on 
vernacular copies, earning at least Rs. 50 per month, of each 
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English copyist earning at least Rs. 68.75 nP, per month, and of 
cach typist who provides his own type-writing machine at least 
Rs, 100 per month. Ordinarily, no person should in future be 
appointed а copyist unless he сап copy both English and vernacular 
elliciently. "The monthly detailed bill of remuneration of copyiets 
and typists will show the Collector at a glance the amount earned 
hy each copyist or typist and will enable him to regulate the 
establishment. and to take measures, if necessary, for the reduction 
of the number of copyists. The number should be во reduced as 
to bring the earnings of each at least up to the prescribed minimum. 


324. Payment of remuneration to copyists and typists when 
employed on work for Government.—When it is necessary to 
employ copyists and typists on work for Government, they shall 
be paid at the same rate as for work done for private partic 


for such a copy. Provided also, however, that the paper for 
the copy and also the carbon paper shall be supplied by Govern- 
ment. 


324A. Preparation and payment of bills of remuneration to 
copyists or typists employed in the preparation of Crown briefs.—A 
register in form no. 17А given in Appendix A will be maintained 
by the record-keeper or the subdivisional head clerk, as the ense 
may be, in which the requisition for a brief by the trying court 
will be entered forthwith on receipt. The particulars of the brief 
and the name of the copyist or the typist deputed for the purpose 
will also be entered in this register. After preparing the brief the 
copyist or the typist concerned will make it over to the head 
comparing clerk for check and note in the register. The brief 
together with the entries in register will be finally checked and 
attested by the record-keeper or the subdivisional bead clerk, as 
the case may be. At the end of each month the order to the 
requisitioning authority together with the register and the bill for 
remuneration of copyists will be put up to the Deputy Collector 
in charge of the copying department after the bill has been duly 
checked by the record-keeper or the subdivisions! head clerk, as 
the case may be. After fully satisfying himself the Deputy Collec- 
tor in charge will sign the bill and cancel the order of the 
requisitioning authority. The bill willthen be sent to the Nazir 
or Treasurer for encashment and payment to the copyists or 
the typists concerned whose aquittance should also be taken in 
the register, 
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325. To equalize earnings or eopyists and typists a list is to be 
maintained.—The officer in charge of the copying department 
shall keep а list of all copsists employed under the District Officer 
in the following form :— 


List of copyist and typists showing total remuneration drawn by 


sich month by month, whether in revenue, criminal or civil 
work. 


April. 


ANANIN 
1 


September. 
Monthly average. 


Joly. 
August 


From this list, which must be filled up carefully each month, 
the officer in charge will perceive what copyists and typists are 

siving an excessive share of the remunerative work, or are not 
doing а sufficient amount of work, and will take steps to equalize 
earnings or to dispense with tho services of those convists and 


Connecti’ Бир ко. 25, 
Rule 326, радо 95— 


Substitute the following for tho existing mle 326 at page 95 ;— 
“One-half of the charge of thirty-five paiso including surcharge cf 
fifteon paise рог folio levied by means of the impressed and adhesive 


stampe, represents the payment to Government on account of tho salary 
of examiners, cost of papers, ec, the tomsining half will represent tho 
earnings of the copyiets or typiste whose accounte will be made up 
monthly and the amount due to each paid out of the grant for 
"allowances", These payments must be checked with the uppor part of 
each stamp, which when the copy is ready must be tora off each sheet 
along the perforated line and then endorsed with the copyists or typists’ 
name and kept till the end of the month. Care must be taken to seo 
that nothing in excess of half the amount realised in stamps is paid 
away". 
(Correction slip mo. 25, dated the 4th April 1968.) 


Vides, 


(eR 
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327. Payments from additional fee,—Out of the additional 
foe levied under rule 320, one-third will be eredited to Govern- 
ment and two-thirds will be paid to copyists or typists; all other 
fees, e.g., the expedition fees levied under rule 293, are to be 
credited entirely to Government. 


328. Remuneration of copyists for copying maps and what 
materials they are to supply.—Two-thirds of the copying fees of 
maps, after deducting from the total the cost of tracing cloth, are 
to be paid to the copyists ont of the grant for “Allowances” 
under тше 320, For the copying of these maps ink only is to be 
supplied to the copyists from the Collector's office, but the other 
materials, such as paints, pencils, brushes, etc. which may be 
required, are to be supplied by the copyists themselves, and no 
charge for these articles is to be levied from private parties. 


329. Register of earning of copyists or typists.—A register of 
earnings of copyists or typists should be maintained in Form no, 
17 given in Appendix А. The register must be checked weekly 
by the comparing clerk and monthly by the Deputy Collector in 
charge of the copying department. The fact that such check has 
been made should be duly noted from time to time in the register, 
thenote being signed and dated by the checking officer. 


330. Stamped slips to be burnt.—To prevent the risk of stamped 
slips being used more than once, the officer passing a copyists" 
or typists” account will, after checking it a directed, tear the 


Ооквкотіох Вілр no, 28 


Rule 381, Page 96— 


Delete tho words in the 2nd line of the rule — "Whetbor certified. 


27 ot uncertified", 


(Correction stip по, 28, dated the ith April 1986, ) 


District Officers are authorized to employ эп the ошсев uuu 
their control, without reference to higher authority, additional 
temporary comparing clerks on Rs. 50 a month each, provided 
that they will draw the time-scale of pay of Rs. 50—2—70—E.B. 
—3—90 each a month where they are likely to be entertained for 
more than a year. If, however, it is preferred to entrust the 
actual duties of the temporary post to a clerk of the permanent 
establishment the District Officers are authorised to create a 
temporary post on the old or the new scale of pay, as the case 
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may be, for the clerk concerned and to allow him to draw on 
that scale the pay he would from time to time have drawn on 
the same scale in his substantive post provided that, if the post ^ 
of the clerk so deputed is filled by outside recruitment, the pay 
of such recruit must be limited to Rs. 50, but where the post is 
likely to exist for more than a year he will draw the time-scale of 
pay of Rs. 30—2—70—E.B.—3—90. 

One comparing clerk should be entertained when the surplus 
annual net receipts derived from copying fees amount to Rs. 720, 
а second comparing clerk when the surplus reaches Rs. 1,080 
(720--360), а third when it rises to Rs. 2,100, а fourth when it 
comes up to Ев. 2,880, and so on, an additional clerk beyond tho 
third being entertained for each additional whole sum of Rs. 720. 
From the surplus annual net. receipts from copying fees should be 
deductet the amounts calculated according to the above scale 
for the number of comparing clerks who have been merged in the 
general permanent establishment. If there is a balance of such 
surplus receipts then remaining, additional temporary comparing 
elerks may be appointed for that balance in accordance with the 
scale laid down above. This permission is, however, subject to the 
conditions that— 

(а) when the surplus receipts from copying fees fall short 
of the requisite standard, stops should be taken for 
the discharge of the temporary comparing clerks, and 

(0) the reduction of permanent clerks should be effected 
by absorption. 


‘The salaries of these clerks should be drawn on separate bills 
under subsidiary rule 35, page 287 of the Bihar and Orissa 
Account Code, 1926, supported, in the case of the first bill of 
cach year for each temporary appointment, by а certificate from 
the officer making the appointment that the conditions stated 
above have been fulfilled. 

Хотк,—Хо probationer should be appointed as а temporary comparing clerk: 


‘VI.—Miscellaneous Rules. 


382. Copies of public documents when to be withheld,—Copies 
of public documents which applicants may have a right to inspect 
are never to be withheld from them even though they may be 
used as evidence against the Government; but copies, whether 
certified or not, of written arguments, discussions, or opinions of 
publie ойе written previonaly to а decision, ав they can be no 
legal evidence, and ав no one has a right to inspect them, are 
not to be given. 


Соваспов Stir no, 36 


"А party to a case who has appeared in such caso is entitlod ab 
every stage, before or after the final termination of the case, to obtain 
copies of the recorda of the case including exhibits which have’ beon put. 
iM and finally accepted by the court as evidence, 


A stranger to the case may, after the final termination of the case, 
obtain as of course, copies of complaints, written statements, affidavite 
and petitions filed in the case and may, for sufficient reasons to be shown ү 


to the satisfaction of the court, obtain copies of any such documents 
before tho fina! termination of tho case. 


A stranger to the сазо may also obtain, ав of courte copies of jud- 
gomonts or orders at any timo after they have been passed or mado. 


A wmnger to tho caso hes no right to obtain copios or privato 
documenta except with tho consent of the person by whom. they 
were produced or his successor in interest, Ho may obtain copies of 
cthor documents in which ho bas an interest including deposition for 
bonafîdo use in the courts and case шаре at any time after they have 
boen proved as completed. 


When au application is made for the copy of ony documont in a 
language or charactor with which none in the copying Establishment in ! 
wequainted, arrangement should, if possible, be made fora copy to be р 

le thereof and compared with the original by such person acequaintod i 
with aforesaid language or charactor, as шеу be forth-coming and in tho | 


discretion of the Deputy Collector Incharge, Record Room may be relied 
upon the purpose, 


Noto. —The expression ‘Caso’ used in the above rule moans and 
includes any proceeding before Criminal or a Revenue Court,” 


| 
( Correction slip по, 26, dated the 4th April 1966) | 


Duo. QI T —— à 
tablishment. га ku. | 


manded or paid for searching for or opying 
required "by publie officers for Publio purpose 
the copies are to be made on plain paper by the 


ment, 
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The oost ie һай to "32 Nd 
ri Babs 

tree sapin fos for obtaining еони АКТЫК 
em iin Dopartment no» Tio Be Sees y 

Jn Bean's ru ло, eee 


0) Арріеміова | for copies of Judgment, or andare of аа or dichas 
in Sale e hy "open ot Sa ices concerned shall De. шом na 
urgent. ‘The same procedure as in Note 2 (е shall be followed im issuing copies, 


agents of the records of pending 
right to inspect; but this must be 
the gazetted officer (including Sul 
file they are, or the Collector may think necessary against the 
removal or alteration of documents 
vileged communications, 
388. Vernacular rules.—Copies of those rules in the vernacular 
are to be conspicuously exhibited in district offices, 


339, The rules in this section apply also to all offices sub- 
ordinate to the Board mutatis mutandis, 
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APPENDIX A. 


RECORD-ROOM REGISTERS, 
FORM NO. 1. 
(See rule 143.) 
Shelf Register 41 of Records. 
Tauzi no. Name of estate. 
Room no. Rack no. Shelf no. Compartment no. 


‚ Serial number of entry. 
Date of filing. 

Details of record filed. 

}. Nature of case. 

Class of paper. 

Remarks. (Destruction to benoted here.) 

Norr 1-—Estaies will bo posted in taugi number serial order and the. ostate 


bundle will bo Ла column 4 tho nature of the ome 
< Tho remarks column should show 


E 
4 
5. 
СЯ 


Nors %—In districts, where rent suits am tried by Deputy Collectors the 
тэсокіз cun Бо went monthly to the rocard-room with duplicate lists in High 
Court Miscellaneous Form ЗВ): ‘The reeced-keeper'e copy of tho lista will ba. bound 
yourly ma in tho оме of Criminal records, and will take the placo of Register 4l. 


FORM NO. 2. 
(See rule 144.) 


Register 414 of records of cases not connected with any estate, 


Class of cases. 

Serial number, 

‘Names of parties. 

4. Date of decision. 

5. Number of files. 

6, Classification (A or B). 

7. Date of depositing in the record-room. 
8. Signature of the amla depositing the records. 
9 

10. 

n 


- Date of receipt by the record-keeper, with his signaturo. 
Press. 


. Rack. 
12. Shelf. 
13. Number of bundles. 
14. Due date of destruction, 
15. Actual date of destruction, with the signature of the record- 
keeper. 
18. Remarks. 
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FORM NO. 3. 
(See rule 145.) 


No. 41B.—Register showing the receipt and disposal of records 
б the record-keeper, + E 


Dato | Court or 
roceipt| ment 


| which, 
| received. 
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FORM NO. 4. 
(Sce тше 180.) 
Register 41C of receipt and disposal of revenue records, 
1. Serial number in this register. 
2. Description of eases. 
3. Number of case and усаг, 
4. Names of parties, 
5, Date of final disposal. 
6. Number of files, 
7. Where record is placed: 
8. Date of receipt by record-keeper. 
9. Date of deposit by record-keeper after examination, 
10. Date of transfer to sadr with record-keeper's initials. 
11. Remarks (note number and date of the letter acknowledging 
receipt of records). 


Column 2—Whoro ront suita ос other casos relating to estats are couccined, tha. 
muabor of estatos and tha namo of the Parganas should b» rtatod horo, 


FORM NO. 5. 
(See rule 149.) 


Register 41D of records (English and vernacular) sent out from the 
record-room. 


Description of | Signature of Toons, 
Social] | Court or — (record, inchud- | person to whom | Dats ofreturn |(Heeeenter kid’ 


Se ii P| etc” | asa fly 
‘ber | oten А mado over with | ar ee | Qt moto al 
NEN ао, “ШШ | “eat, 

pon fee = oe 
опе E See 
| he forwarding date Ча дош. 

ES EU 


Lo E DEBET D 0 
| 
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FORM NO. 6. 
1 (Se rule 185) 
General register 42 of Survey records. 
\ 1. Serial number of press, 
2. Number of shelf or compartment. 
3. Number and name of 
4. Number of bundle. 
5. Village plans. 
O. Boundary cases, 
7. Remarks. 


lage. 


FORM NO. 7. 
(See rule 114.) 
Register 57 of all registers to be preserved. permanently, 
1. Department to which the register rofors, 
2. Serial number of entry. 
3. Name and number of register. 
4. Period to which each register refers. 
5. Number of volumes. 
0. Number of entries in each volume. 
7. Date on which sent to record-room. 
8. Date of receipt by record-keeper and his signature. 
9. Press. 


11. Shelf. 
12. Remark: 
Мота, —CoI 

roam 


ia 800 12 are Ly Бо Шай up by the recor i-keaper jn the recond- 


FORM NO, 8. 
(See rule 114.) 
Register 57A of all registers which are to be preserved for more than 
three years but not permanently. 
Nori— 0e isa rogisfera are not onterod hore. 
1. Department to which the register refers. 
2. Serial number of entry. 
me and number of register. 
- Period to which each register referes. 
5. Number of volume. 
. Press, rack, shelf. 
Date on which sent to record-room. 
8, Date of receipt by record-keeper and his signature. 
9. Year when to be destroyed. 
10, Initial of officer sanctioning destruction and date. 
9 BA, of Rev.—s 


I 


ETE 
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Tp a i py S PRETENDE Lan 
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FORM NO. 10-4. 
Ixpex 
(See rule 8.) 
Index of important letters, circulara, cte., receivedjisaned relating to 


eleme? and other important matiera whose progress has to ba 
watched. 


Conmmorros sur но. 29, 


The 22nd August, 1966. 
Page 100— 


Insert tbe following ssa new ошту (Form 10-B) bolow Form по, 
10-A at page 106 of she Bihar Records Manual, 1900.— 


Form No, 10.8. 
Despatch Register 
(To be preserved for two years). 


Serial 


Date, Value of 


stamp used, 


‘Remarks, 


(Correction Slip no, 29, dated the 22nd August, 1966.) 


Price—2 Paise 


or‏ ی 


N.B—Care should be taken to leave ample room under each collection to 
"adimit of entering any probable number of files as formed. 


FORM No, 12. 
(Not to be printed but to be kept in manuscript.) 
(See rule 251.) 
Register mo. 77 of books, reports, returns, ete., received in the Library. 


Library number, 
Serial | Dato | ‘Title | Number] From | How 


lL [Remarka 
t spon 
receipt, | book. | copies, [mceived| "af. | Head. (Number. 
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FORM No. 13, 
(Not to be printed, but kept in manuscript.) 
(See rule 261.) 
Register T8. — Books, Reports, Returns, lc, issued. from the Library, 


|. Month. 

Date. 

. Title of book. 

4. Number of copies. 

5. Officer to whom lent and his signature. 

6. Number and date of each reminder issued, 
7 

E 


. Date of return. 
. Remarks. 


FORM No. 14. 
(Not to bo printed, but kept in manuscript.) 
(See rule 247.) 
Catalogue of books in the Library. 
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Register no. 170 of applications for copies. 
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FORM No. 17A. 


(See тше 324A.) 


aration of Crown 


10 


Register of earnings of copyist employed for the prepar 
briefs for the month of. 
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Superintendent is to put this up to Collector 
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родро пило Jo ато 


Novembar 196 


“dpsed уо sir 
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RECORD-ROOM FORMS. 
FORM No. 20, 

а (See rule 129). 

Order-sheet, dated from om 

District No. 


Nature of the case. 


bor 
ERA 
orden, 
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FORM No. 21. 
(See rule 61.) 
Fly-leaf. a9. 
Isr рок] 
Office departeient 
Collection no. Fine No. or 19 
Serial nos, to 
File subject— 
chien pe nee 
Se no. | received se ta whom | Sumber. | Date. | — Claw of | Неван. 
pus CX zm 
ا‎ р. ml. E 
à mr 7 
| TEN 
| 
| Letters, ete, from whom. 
И eee enm 
Tue uos Hen 
ҸЕ, тат _ -— f 
E 
у F aloe ч 
„ЭМЕ Sits а ol ا ا‎ 
| 
| 
| | 


ати raoe] Reference to previous files of correspondence. 
^ 9 Bd. vf Rev. 
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FORM No. 22, 
(See rule 114.) 
Sample of labels to registers in Register no. 31. 
Neme— 19A. Sales of Khasmabal tenures ünder 
section 11, Act VIT (B.C.) of | 
1865, read with Act Xl of 
а 1859, 
Prescribed by—Appendix D, page 216 of the [ 
Sale Law Manual 1036. 


Тө be preserved—Pormanent! 


FORM No. 23. 
(See rule 114). 


Samples of Labels to register no, 


Name—17. Notices of deposit, 


Prescribed by- 


‘ction 61 of Act VITE of 1885. 


| То be preserved—For 3 years. 
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FORM No. 24. 


(See vule 04.) 


Removal slip wots for English correspondence: 


The paper marked 


Filo Serial nose. 


api of year... s 


1. 4 Collection Now. 


Å File 


Нах buen removed to. 


Collection No. 


File No. 


Dak Book N 
or 


3. Filed Register 61, No.. 


| 
(Register 411 
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FORM No. 25. 
(See rule 148.) 


Removal slip note for records other than English. correspondence. 


‘The papers. marked Has been removed to 
Рагдитв........... Case 
А Tawi Nor П. 4 руб No... 
s N m vee aD, 


2 


TL Any other record (to be specified in detail below) 
FORM No. 26. 
(See rule 126.) 


Combined title-page and. fly-leaf. 


Тат rack] 
һктавтмкжт.. 
Caso No. of year of Rogister No. 
Estate Pargana Tauzi no. 
Opposite party 
Petitioner 
of the your 
Date of Decision. Date of receipt in Record-room. 


Value of 
samp. 
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FORM Xo. 28. 


i ano | s 
sai a yp 
экиуцкмЇх imr copunoo ш | ш 
нор Shy орали чит 
"diues ogni 
poieodupr veg Buran Kaviipat) 
"pose. 
4o punoj ox өз and yore | e 
Nempe ur supa 30 oem) 


Form of applicution for copies: 
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FORM No. 29. 
(See rule 69.) 
Printed slip for pending files. 
qe Department, 


Subject .., 
‘This filo is ponding and carried over to... 
New filo no of year Pec clr ee 
FORM No. 30. 
(See rule 82.) 


Contents of packet. 


Branch . + Your 


Filo 


- From me m s T0. 


FROM No. 31. 
(See rule 78.) 
Slip to be pasted on the flap of а file board. 


Name of Dopartment . 


Collection number... 
File numbor . 


Subject .. 
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FORM Мо. 32, 
[See rule 228(A)(2).] 
Notice to take back private documents, 
"Notice is hereby given to the parties who filed the documents 
shown in the list below that thoy will be destroyed unless they aro 


applied for and taken away within опо month from the date of 
this notice :— 


Nowe of the party from |^ 
whom the letter was 
| меней 


FORM No. 33. 


[See rule 228(B) 


2] 
Notice to take back documents contained in vernacular records. 
Notico is hereby given to tho parties who filo’ the documents 
‘shown inthe list below that thoy will bo destroyed unless thoy are 


арріөй for and taken away within one month from the date of 
this notice :— 


[o 


(e of | Names of | Nature of the | Names of per 
om | Name of | war the | ame 
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ROUTINE FORMS 
FORM No. 34: 


To be printed on red paper. 
(To be kept in office of receipt.) | (Lo boreturned to issuing office.) _ 
No. А No. 
Fros From 


"THE CO' MISSIONER OF | THE COLLECTOR/DEPUTY 


DIVISION COMMISSIONER OF 
то To 
THE C )LLECTOR/DEPUTY THE COMMISSIONER OF 


COMMISSIONER OF 


DIVISIC 
Dated the m. Dated the 10 
Overov® Revers. коктун дхи Хотир 
For the en 10 Ovexpue Rerers NO. 


toturn no. 5 will be submitted by 10 


Personat Assistant to Commissioner, 


Collector, 


missioner. 


Deputy 


FORM No. 35. 


(То be kept in office of receipt.) 


UR REMINDER. 
No. 
Fron 
E 
та 
Dated the gm 
Sin, 


this office no. 

and to request to return 
the right-hand portion duly filled 
up before: the 


Summer 


Yours faithfully, 


Х.н. Wor pote the mbet an dale 


ind purport of reply «ont. 


| Zo be printed оњ red paper. 


(To be returned 10 issuing office.) 


No. 
From 
LI 
"fs 
Tur 

Dated NIS " 

Your no. dated 19 
Seminer s— 


i Ivoriven ахо Noren, 
Rey will be submitted by the 
0 


Х.В. Mere moto explanation of doy, if 


eren 


rs faithfully, 
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FORM 


(To be kept hn ofice of 


cipt.) 


COMMSSIONRE’S orrien, DIVISION, 


MMISSIONER OF 


DIVISION, 
To 
5 бокстон. » 
ME окоту couwIsstos En 
Dated the 19 
Stn, 


1 have the 
Your attention to 
and to state that your return] 
report noted below should reach 
this office on or before the due 
dato without fail. If the return 
report is not submitted in time, 
please return the right-hand por- 
tion of this slip to me оп the 
date on which it is due with the 
blanks duly filled up. 


our to draw | 


Yours faithfully, 
Personal Assistant to Commissioner] 
Sunsrer 
Due date — 


Tho office reeviving th 
Mew note he Буна, 


To he printed. on yellow paper, 


No. 36. 
id. 


(To he returned to is 


ШП 


Tur: COMMISSIONER OF 


Dated е in 


Your no. slated 


RECKIVED AND NOTED. 


$i ит{терөн. will be 
submitted hy the 


The delay-is и 


Collector, 
C Deprily Commissioner, 


») 
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То be primed on postcard size paper. 
FORM No. 37. 
No. Dated ЛЛ; э. 
Sm, 


have the honour 
aag intimate that the return noted in the margin 
en directed 


for the month of is blank. 


‘Yours faithfully, 
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FORM No. 38. 

BOARD OF REVENUE, BIHAR. 

Мемо. xo. 

Dated the э. 
An original petition no. of 19 , filed on 
behalf of is forwarded to the Com- 
missioner of tho Division for favour of report and 
submission of all English and vernacular papers of the case under 
rulo 80, Part Ш, Chapter V, page 102 of the Bihar Practice and 
Procedure Manual, 1958. All proceedings sent up should be paged 
and а fly-leaf annexed containing an index in English of the papers 
jt contains. When a vernacular paper is referred to in the English 
report the page of the proceedings should bo specified as well аз 
the title of the paper in question. The papers under reference 


should be indicated and marked with flags. The 19 has 
been fixed for the hearing of the case. The records should reach 
the Board on or before tho 19 


2. It will be duty of the Collector to causo the duplicate notice 
of tho dato of hearing to be served on the parties at the cost of. 
tho appellant, and to return the original notice at an early dato 
direct to the Board's office, with the parties’ signature in token of 
receipt, which should bear the date of actual receipt in every caso 
(vide rulo 90, ibid). 

3. Tho Court sits at ^A. This faot should bo 
stated in the notice. 

4. ‘The attention of the Collector should be drawn to the Board's 

здар, 4 in intended for notin momo. no. 1-22/1, dated the 
palin eae >. 12th January 1916, regarding the 

issue of notions to all the parties 


concerned in partition eases, 
5. The return of the petition is requested. 


6. Stops should be taken to represent the Agricultural Income- 
tax/Salos "Tax/Excise Department at the меш 


By onder of the Board of Revenue, Bihar, 


For Secretary. 
Mxwo. ко. 
COMMISSIONER'S OFFICE, 
Dated the 19 
Copy forwarded to the of 
with the request tia tho record of the case referred to may be 


submitted on or before the 19 


‘Tho duplicato notico should be served on the parties and 
service return submitted to the Board of Revenue direct. 


Personal Assistant to Commissioner, 
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FORM No. 39. 
CASE хо. orit 0 
COMMISSIONER'S COURT. 
Dated athe we. 
Рикзкхт B 
Commissioner. 
Appeal from the order of the Collector of 
Date in the matter of the 
Appellant 
versus 
Respondent. 
For Appellant Pleader. 
Revenue Agent. 
For Respondent Plead 


Revenue Agent. 


DECISION. 
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FORM. No. 40. 
Meo хо. 
COMMISSIONER'S OFFICE. 
The 19 


Cory with records forwarded to the Collector of 
Tor information and guidance, with reference to his letter no. 
dated 


2. An acknowledgment of the receipt of the record is requested. 


Personal. Assit. to Commissioner, 


Мемо. or ACKNOWLEDOMENT. 


Recerven the record forwarded with memo. no, , dated 
the 19, from. the Commissioner 
“ H 
Daren Signature of officer, 

19 Designation. 
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Notice fizing the date of hearing. 
To be printed on post-card size paper. 
FORM No. 41. 


Iw THe Cover or THe COMMISSIONER OF THE Division 
Personal Assistant to the Commissioner. 


ачта fact feda 
яах He En 
aire 
mm 
amm 
Xem 
atem 
fem xm 
t 


сат TET SS на атс йе UT аяй WT 

vett gar & агат fen fear атат ё fr агаа нася grt 99 

ей те ао я qtu 

Is тнк COURT or THE COMMISSIONER OF THE Division. 
Personal Assistant to the Commissioner. 


TEA fala (азма, 
оз я » 
іа 
хатат 
яяя 
Кы 
at IR 
EI 


creg State carseat ftaa fia misit sk 


any Bate, ASA эл сїйї wIi— — mat теш WROTE 
Ceatfence 


aa wipes Seve a twat efaa 


c бе їч a 
temat 


fica) sms aek 


9 B4. of Rgy—t 0 
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RewmwDERS [ssvgD— No. > dated 
Ist no. » date 
2nd no. + date 
3rd no. „аме Sm, 
Exctosunes— 
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FORM No. 43. 
To be printed on yellow paper. 
(To be kept in office of receipt.) | (To be returned to issuing. office) 
Nose” 
No. 
Fro 
‘Tie COMMISSIONER or tux] From 


Тик SECRETARY то THE 
GOVERNMENT ок BINAR, 


BOARD or REVENUE, BINAR, 


To 
Tur SECRETARY то тик 
GOVERNMENT ОР BIHAR, To 
BOARD OF REVENUE, BIHAR. ` 
‘Tue COMMISSIONER ov 
DEPARTMENT. 
Dated ме 19 
Dated ste 109 
Sm, 
I have the honour to invite 
Your no. dated 19 
your attention to my letter] 
memo, no. , dated the 
regarding 
and to enquire what orders, if | БЕРУ. 
amy, have been passed by Govern- 
ment/the Board on it. i 
Yours faithfully, 


Yours faithfully, 


Commissioner. Secretary. 


FORM No. 44. 


D. 0. reminder form 


COMMISSIONER'S OFFICE, 
The 19 
Dran Sm, 
I am desired by the Commissioner to draw your personal atten- 


tion to this office letter/memo. по. dated the , 


regarding 


Reminders have already been sent to you, 


when a reply may be expected. 


Yours faithfully, 


Personal Assistant. to Commissioner, 
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To be printed me 
FORM No. 45. 
PAPER 
UNDER 


DISPOSAL. 


Nozz.—Tbo Ist romindor is printed on white papor and the 2nd reminder on preen 
paper, 


FORM No. 46. 


SUBJEOT.— 


‘The undersigned has the honour/is directed to draw the attention 
of to this office no. 
of on the subject noted above and to request an 


early reply thereto. 


Designation.) 
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FORM No, 47. 
[See rule 195(6).] 


(Form of letter to accompany records.) 


No. 
Fron 
To 

Dated n 19 
Sm, 


Ihave the honour to forward/return herewith by parcel post the 
original record of tho case noted on the margin called for inj 


received with your no. » dated the 19 . 


Yours faithfully, 


[See rule. 105(d).] 
(Memorandum of acknowledgment.) 


Rrextven tho record torwarded with letter no. ‚ dated 


tho 19 , from tho 
of 


Signature and Designation of Receiving Officer. 
Dated » the 19 


FORM No. 48. 


[See rule 195 (0)). 
(Form of Tiller advising the despatch of records.) 
No. 


From 


To 


Dated » the 19 


Sm, 

I havo the honour to advise the despatch this day by parcel 
post to your address of the original record of the case noted on the 
margin called for in received with your no. ' 


datod the 


19 . The parcel bears the number and date of the letter 


enclosed therein, viz., no. „datod the 


19 . The return, duly signed, of the form of acknowledgment 
annexed tothe forwarding letter above quoted is requested. 


Yours faithfully, 
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FORM No. 49, 
Board's Flags A to Z. 


FORM No. 50. 
(Sce rule 79.) 
Blank Pile-boards, 
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CLASSIFIED LIST OF VERNACULAR RECORDS. 
Crass A. 
(To be left unmarked.) 
TO BE KEPT PERMANENT. 
I. The cases or proceedings enumorated below :— 


(1) All petitions, excepting those for sales under Regulation VIII 
of 1819, which are struck off on payment on the zamindar'sdemand, 
and also excepting those which have no bearing on the decision of the 
caso, such as petitions for adjournment, ete., which should be placed 
under Class С. 

(2) Plaints and pleadings. 

(3) АП lists of exhibits, and all receipts for returned exhibits. 

(4) All measurement, allotment, or assessment papers. 

(5) All maps. 

(6) The autographie abstract of the evidence. 

(7) The final judgment and decision or order. 

(8) The combined title-page and fly-leaf in which A papers are 
referred to. 


(8) The papers in the following cases and proceedings, or in 
appeals connected therewith, excepting those which are struck off 
in default, which are to be preserved for two years only :— 


(a) Settlements. 


(b) Partitions or Batwara (with tho exception of all papers), 
which are not of permanent importance such as jamabadi 
papers, rough takhtabandis, rough raibandis, reports of 
Amins (save those of delivery of possession) and petitions 
for adjournment. These should be preserved for six 
years after the final disposal. 

‘The Batwara estimates prepared under section 37 of the Parti- 
tion Act should be preserved for six years after the con- 
clusion of the partition proceedings or until the accounts 
relating to them have been audited, whichever may be 
the longer. 

(c) All proceedings (excepting Notices of Deposit) under the Rent 
Laws and Tenancy Acts, amended up to date. 
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(d) Applications for Separate Accounts and, Common Registry 
excepting those applications which are rejected, which 
last are to be preserved for two years,—to make Deposits 
or for Special Registry under the Sale Laws. 

(e) Government suits. 

(f) Resumption, 

(0) Sales of all kinds. 

(1) Separate, account eases, when batwara has taken place or 
the present estate has been sold, need no longer be 
retained. 

(i) Claims to compensation for lands taken up for publie purposes. 

(J) The security bonds should be retained permanently, or until 


is cortain that thero is no necessity for keeping them 
any longer. 


IL. The following return 

No. XLL—The Annual Administration Return in the Land 
Revenue Department. 

III. Records in certificate cases— 


(2) Cases connected with land revenue or the "To bo destroyed after 12 yours 
‘covery of roms in Wards Estores in which ankes a aut ls pending subject 
па objection has bem profurred or a civil o тикш being given o he 
Puit inated partion in the Sane of а salo of 

immovable property baving beon 

Шау contend, Ва tho Santat 

Parganas the should 
шг or dio completion ОГ 


12 yours or 
tho next settloment, if lens 


(0) Other eaten in, which objection Das been After 12 yours 
Pferd abi disallowed or a civil p 
ed. 


it insti- 


able property. 


When they do not Afur 3 years, 
so relate. S 


tuted, 


IV. Rules for the classification and preservation of the 
records of cases onder the Chota Nagpur Tenancy Act dealt with in 
the course of ordinary district administration. Cases dealt with in 


“Tho onus of classification of cases nats with the trying court, It would em 
Tügpiderable amoant of timo and ansur batter elasifieation if sha trying Deputy, 
"allootor marks tho case on tho order shes when he disposes of it. 
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the’ course of settlement. operations will be classified in accordance 
with the rules laid down in rule 526, Chapter XXXI of the Bihar 
Survey and Settlement Manual, 1959. : 
‘The records of cases are divided into two parts :— 
Part I— Original, suits and cases. 
Part, Ш Execution cases and appeals. 


PART 1. 
"The records of Part I cases fall into two classes :— 


Class 1. 


(a) All suits for enhancement and reduction of rent. 

(b) Commutation of rent. 

(c) Suits between landlord and tenant to determine the rent 
for alteration of area and reclamation of waste land, and 
applications to determine the incidence of the tenancy. 

(d) Improvements. 

(e) Acquisition of land. 

(7) Relinquishment. 

(0) Ejectment. 

(1) All suits for arrears of rent in which there is a definite 
issue and decision as to the rate at which rent is payable 
or as to the right to enhaneo or vary the rent or asto 
the statuseof the tenant, or as to the title of the tenant 
in the land in suit or as to the title of the plaintiff. 
or of some third party to receive tho rent. 

(i) Determination of proprietor's private lands. 

(j) Annulment of incumbranees. 


Class 11. 
(1) Suits and cases other than those falling under class I. 
(2) Every record under class I shall consist of 4 files. File Ay 
File B, Files C and D and every record under class II of 
three files to be styled and marked, respectively, File B 
File C and File D. 
(3) File A shall contain :— 
(a) Title-page 
(b) Table of contents 
(c) The order sheet 


combined. 


a... ==: = T 
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(2) The plait or application together with any schedule 
annexed thereto. 

(e) The written statement of the defendant or the counter- 
petition. 

(J) Memorandum of the issues. - 

(0) Award of arbitrators or petition of compromise if given 
effect to in the decree, also the return or report and the 
map or field-book (if any) of a Commissioner in matters 
relating to immovable property if referred to or given 
effect to in the decree, but not any portion of the 
evidence taken by such Commissioner; also in the case 
of a minor or lunatic, any order of the court sano- 
tioning a compromise as beneficial to the minor or 
lunatic. 3 

(h) The order (if any) for accounts or inquiry or for partition, 
with the directions given and the judgment upon which 
such order is founded. 

(i) The judgment. 

(j) The final decree, 

(0 The copy of the judgment and decree of the appellate 
court or courts (if any). 

A files shall be preserved permanently. 


Norr.—In rent commutation cass under section 61 of the Chota Nagpur 
‘Tomanoy Act, a filo shall contain; 


1. Titlo-page—table of contents. 
2. Order sheet, m 


3. Application for commutation of rent. 
4. Written statement of the defendant, 
5. Local Tnepection report. 

| 6, Crop-cutting reports and statements. 


| T. Statement prepared from landlord's village papers showing average 


8. Statement of average existing cash renis in the vicinity. 
9. Map showing classification of lande. 
10, Petitions of compromiso and award of arbitrator, if any. 
11. Decision. 
12. Rant schedule, 
(4) File B shall contain:— 
(а) In cases falling under class I— 
(1) Title-page 1 
} combined. 


12) Table of contents. 1 D 
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(3) All the oral evidence, on which the subject-matter of 
the suit or case is decided. 
(4) Lists of documents admitted in evidence. 
(5) All petitions and papers, including those relating to 
lings incidental to the suits not specified ns 
included in Files A, C and D. 
(b) In cases falling under class П— 
(1) Table of contents. 
(2) All papers other than those specified in rules 5 and 6 
below. 


B files shall be destroyed after 12 years, 

frons Wis can uror lum TI iy авіа owing to tho annee of 
be trated oa "0" cham and will bo destroyed at tbo end of twe years vi the 
dato ot disponal. 

(5) File C shall contain :— 

(1) Table of contents. 

(2) All summonses, processes, returns thereto, lista of witnesses" 
petitions relating to the attendance of witnesses or 
adjournments, rubkaries calling for or sending papers 
or records and affidavits relating to matters mentioned 
in this rule. 

File C shall be destroyed at the end of two years, 


Ezception.—Whon a cass has Боза dosidod ez parte, al th» papors of ths O 
files of tho oas will bo treated as В class and will by deatroyed afisr 12 yearn 
{кош the dato of the doros- 


(6) File D shall contain the exhibits and other documents 
belonging to private parties filed in the case, together with the list 
or subsidiary paper with which each such document was filed. 

The papers in packet D will be disposed of in accordance with 
the rules laid down in Chapter V. 

PART II. 


(7) The records of Part П cases are to be classed and preserved 
as follows 
(a) Proceedings on an application to execute a decree, 


he record of which shall include tho papers on all matters connected with tho 


a 
o CIC P ed peer 
oe re ua re pepe E ELI 


ша) oF Oot 
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(1) Every record under paragraph 7(a) shall, except in cases 
specified in the following rule, consist of one file to be styled 
and marked File B, which shall contain all the papers relating to 
the case, 


(2) If the application is to execute a decree in a suit included. 
in Part Т, class Ца) or (b) and a question is determined as to the 
construction of the decree, or its effect as regards all or any of 
the parties thereto or if possession is given of immovable property 
in pursuance of the decree, the record shall, as soon as the applica- 
tion is finally disposed of, be divided into two files to be styled 
and marked, respectively, File A and File B. 


Tn that case File A shall contain > 


(i) Title-page 
combined. 
(6i) Table of contents 
(iii) The application for execution. 

(iv) The order sheet. 


(0) The petition raising any question as to the construction 
or effect of the decree, and any counter-petition, 


Whon w tion as to the f (vi) The judgment of the Court on 
oowmruotion, elfset or scopo of the | such question; 


espe pops 
b: i i (vit) "The. copy. 6F tho judgment of. 
the appellate Court or Courts, 


if any. 
When possession of immovable (wiii) The Nazir's return of delivery 
property ie wen in бшшш of of fes. 


File B shall contain all other papers, except exbibits and other 
documents filed by private parties which will form a file D. 

(b) The records of the Appellate Court shall be arranged in the 
same way as that if the Court of Original Jurisdiction except that 
there shall be no C file, the papers which would belong to the C 
filo being attached to the B file. 

N.R-—Tho е shall be marked A, В orC, asin tho court of first instances 
according 10 ths naturo of the suit or case. 

(8) ‘The suits or cases mentioned in Parts 1 and II above shall 
be classed as C files when they are struck off in default. 
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(9) To each file of every record there shall be prefixed a title- 
page as in Civil Cases under the High Court Rules. 


(10) "The title-pages shall be of different colours— 
the colour for the A file being wl 
the colour for the B file being red, 
the colour for the C file being yellow, 
the colour for the D file being green. 

V. Records of mutation cases under Bengal Act VIL of 1876 
should be treated in two classes according as the applications are 
disallowed or allowed, Subject in either instance to the existing 
practice regarding the destruction of C papers a record relating to 
an application coming within the first class should be destroyed on 
the ‘of two years from the date of the order rejecting such 
pplication, and a record coming within the second of these two classes 
should be treated thus :— 

(a) If it relates to a temporarily-settled estate, the record 
should be preserved umil 12 years have expired from 
the date a fresh settlement is made, and the registers 
are revised or rewritten in accordance therewith. 

(b) If it relates to a permanently-settlod estate, or to m 
revenue-fr2e property the record should be preserved 
for 25 years after the date of their. decision. 

VI. "The following miscellaneous papers :— 

(a) Reports of the destruction of records, and lists of papers 
destroyed. 

(b) Assessment: papers. 

(¢) Kabuliyats, eto., of all estates managed by the Collector, 
whether belonging to Government or to private in- 
dividuals. 

(d) “Kharcha hisabs” of estates, the property of individuala 
under khas tahsil. 

(e) General powers of attorney. 

(f) Vakalatnamas and Mukhtarnamas, when the records in 
which they are filled, are to be preserved permanently. 

VIL Of Survey Records* lodged in Collector's offices, the 
following should be carefully preserved :— 

(1) Professional survey volumes. 


Nork — Вене records will be dealt with as laid downia Chapter XXXI 
of the Bihar Survey and Seitlocasnt Manual, 1088 + 
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(2) Maps of all kinds prepared by Superintendents of Survey 
or Revenue Surveyors, with the measurement papers 
and field-books appertaining thereto. 

(3) Mauzawar and Mahalwar registers, English and vernacular. 

(4) Records connected with boundary disputes and excess or 
untraceable mahals should be treated similarly to the 
records of suits, eto, ete., under Tenancy Acts according 
to the rules laid down above. 

(5) Combined title-page and fyeaves in which A papers 
are referred to. 

(0) Records of all other cases of a miscellaneous nature should 
be treated as papers under class C. 


ҮШ. Records of cases under the Bihar Tenancy Act VIII of 
1886 ; 


1. Section 12— Notice oftrimaferofionures Аан) 


Papers 


2. Sections 18 and 15 —Xotiota of transfor Дә “B™ papers. 
‘of tenures. 
3: Soction|18—Notices of transfor of teaures As"B" papers. 


4: The following should be treated ax А? papara and preserved pormanently!— 
(1) Tithe-pogo—tuble of contonta 
(2) Order shoot. 
(2) Application for commutation of rent- 
() Written statement of tho defendant. 
(д) Local inspection report 
(0) Crop-outting reporta and statements 
(7) Statomont propared from landlord's village papers showing average collections 
(в) Statement of avorago oxisting cash renta in the vicinity « 
(9) Map showing classification of lande 
(10) Petitions of compromise and award of arb trator , if anys 
(11) Decision, f 
(12) Rent Schodulo, ; 
Any other papers should be treated as “1 гэ and preenrved for 12 yeas 


paper 
or until next setüoment under Chapter X of the Bihar Tenanoy Act whiehe 
ever period bo longer. 


5. Sections 6) and 70—Appraisement or Should bo kept 
division of erops. classed as “i 


0. Section S0—Registration of landlord's As"A" papers: 
improvement. 
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р кыш рате о 
oe recording evidence of ien 
Шиш aud Uf right io mako Lar 
pe 
в. Sietion S7—Abandonment of holding Should be kept, for 12 years (ie 
classed ws В") or until next 
midst under Chapter X of 
{о ‘Bibar Toney! Act, whioh- 
ier period bo longur 


9. Sections 101(2) (a) and 103—Rocordbof- Аз "А" papera 

fights. 

10. Section 103 A +s" ay Тө bo destroyed after the oormple- 
ion of tho next ravisional operae 
one. 

11 Soetion, 118—Dotormination of proprio- As "A" papers. 

tors privato land 
12, Section 167—Anom mant of fagumbrances As "А papers 


їз. Seotfon 58—Procondings against malike Аа "В papers. 
(спо granting pueca receipts. 


aa ARC papers 
ighis and maps prepared in coursa of sottlomonte undor менон 
tor af die Diac lano Act Ti, шин be procrvei at lout tl the. send 
Aucoctling revision sttletnon,” No rocordsof-righta should, however, in any сме 
фе destroyed without the spacial зам of tha Board, dus differentiation being made 
tween the пооосак обе На proper, and the various subsidiary rocorda, handed 
vor by the Seltlgnent OMicery, at the conclusion of the operations. 

Nori The inscuction fa rale (18) apply aleo to the reordkotrighis pasar 
wader moctions 80, 108, 119 and 1231) of tha Chota Nagpur Tonaney Att, 1008. 


IX. The following records appertaining to the Cess Department :— 
(а) Returns and Reports. 
1, Annual statements of demands, collections and arrears of 
Local Cess on lands and mines. 


2, Annual Reports. 
3. Statistical tables and memoranda for their preparation. 


(0) Correspondence. 
1, English correspondence with the exception of letters of mere 
form. 
2, General powers-of-attorney. 


3. All documents filed with their lists and acknowledgment ог 
their return. 


9 Bà of Rev—11 
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4. Final orders in eases of objection, 
5. All recorda containing important decisions specially selected 
by the Cess Deputy Collector relating to valuation and 


assessment of cess on mines, forests, ete., under Chapter 
V of the Cess Act. 


X. The following paper appertaining to the Excise Depart- 
ment :— 


182. Yearly return of Excise revenue. 


XL Records of eases under the Land Improvement Loans Act, 
XIX of 1983, and the Agrioulturists’ Loans Act, XII of 1884, 
should be preserved (i) in the case of rejected applications, for one 
year from the date of disposal, (ii) in the case of accepted applica- 
lions, for two years from the date of repayment. 


Crass B. 
(То be marked with the letter B.) 


TO BE KEPT IN THE RECORD-ROOM FOR TWELVE YEARS 
AND THEN DESTROYED. 


(No document described in rules 227 to 220 shall be placed in this 
2 


L Out of papers enumerated under head I, Class A, the 
following cases :— 


(a) Notices of and applications for Deposit under the Rent 
Laws. 


(0) Execution of Government Decrees. 
(c) Recovery of Stamps in Pauper Suits. 
(d) Applications for Waste Lands. 

(e) Claims to Money in Deposit. 


().Gombined Title-page and fly-leaves in which В papers 
"m „ге referred to. 


IL The following applications -— 


(а) From khasmahal tenants for lands, if the applications 
have been granted. 


(b) For payment of malikana. 


(c) For a certificate to obtain malikana, which certificate 
has been struck off. 
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II. Records of cases in which certificates of domicile are 
granted or refused. 
IV. The following records appertaining to the Cess Department: — 
(a) Returns and Reports. 
1. Annual budgets and establishment returns.* 


2. Quarterly and kistwar returns. 
3. Севв returns received from zamindars, tenure-holders and 
rent-free landholders, 
4, Returns of serving officers. 
5. Valuation statements. 
6, Valuation Rolls. 
(0) Correspondence. 
1. АЙ petitions of objection. 
2. Doposition of witnesses. 
3. Important kaifiyats from parties reconciling disorepancies. 
4. Special powers of attorney. 
5. Acknowledgment receipts of registered covers issued under 
clause 2 of section 96. 
в. All records (including appellate records) of annual valuation. 
of mines, forests, etc, under Chapter V of the Coss 
‘Act excepting specially important decisions, which will be 
classified аз “A” papers. 
Paper to be destroyed after the next revaluation is given 
effect to. 
V. Ths following papers appertaining to the Excise Depart- 
ment ;— 


123, Form of proceedings to be drawn up in case of punish- 
ment of Excise offices. 
125. Detailed list of licenses proposed to be settled in a year. 


126, Abstract list of licenses. 
143. Yearly return of charges in the Excise Department, 


145. Yearly return of import, export, transport and consump- 
Ganja 


Bhang _ 


The anaual badgets ars to bs destroyed afiar йуз years and establishment 


tion of 
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140. Return showing the stores in tho Excise Department 
during the quinquennial period. 
148. Report on inspection of the Excise’ office, 
149. Report on inspection of a distillery. 
180. Report on inspection of а spirit warehouse. 
Ganja 


155. Inspection report on — — warehouse. 
Bhang 

107. Security bond for the use of Excise officer. 

158, General bond for the import, export and transport of 
excisable articles without payment of duty. 

XIV. Report in cases of opium smuggling- 

27. License for the wholesale sale of country spi 
areas. 

28. License to manufacture country spirit in a private distillery 
issued to the grantee of an exclusive privilege under 
section 22 of the Bihar and Orissa Excise Act, 1915. 

30. License to manufacture country spirit in Government 
premises issued to the.grantee of an exclusive privilege 
under section 22 of the Bihar and Orissa Excise Act, 1910. 

40. License for exclusive manufacture, storage and sale of 
bhang in the districts of Monghyr, Bhagalpur and Purnea. 

45. Grant of exclusive privilege of manufacture and supply by 
wholesale of bhang. 

E.LB. 5. Finger impression slip. 

Stamped receipts given by the liquor contractors for the cost. 

price of liquor monthly paid to them. 


in contract 


Chass C. 
(То be marked with the letter C.) 


TO BE KEPT IN THE RECORD-ROOM FOR TWO FULL 
YEARS AND THEN DESTROYED, 


(No document described in rules 227 to 229 shall be placed in 
this class.) 

All papers of every description not enumerated above—whether 
Registers, Returns, Cases or Parts of Cases, or Miscellaneous—are to. 
be kept for two full years in the record-room and then destroyed: — 


I. Combined Title-page and fly-leaves in which C papers only 
are referred to. 
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Ш. Application for exemption of estates from sale for arrear ` 
of revenue whether refused or granted. 
TIL Papers in the following cases — 

(a) Allsecurity cases of ministerial officers who are dead and 
no longer in service, provided no claim is outstanding. 

(0) Rejected applications from khas mabal tenants for lands. 

(c) Cancelled certificates to Revenue Agents. 

(d) Cancelled licenses to stamp vendors. 

IV. ‘The following records appertaining to the Cess Department :— 

(a) Miscellaneous applications and papers. 

(b) Letters of mere form. 

(c) Records of cases relating to annual valuation of cess of 
mines, forests, etc., under Chapter Vof tho Cess Act, 
in which no valuation or assessment was made. 

V. The following papers appertaining to the Excise Department i 

1, License for the wholesale vend of foreign liquor. 

2. License for the retail vend of foreign liquor for consump- 
tion off or on the premises. 

3. License lor the retail vend of foreign liquor for consump- 
tion "on and off" the premises. 

4. License for the sale of foreign liquor on board steamers 
and other vessels. 

5. License for the retail vend of foreign liquor in а railway 
refreshment room. 

6. License for the retail vend of foreign liquor in a railway 
dining car. 

7, License for the retail vend of foreign liquor in а dak bun- 
galow. 

8. Hotel license. 

9. Restaurant license. 

10. Bar license. 

11. Bar license for theatres or other places of public resort and 
entertainment. 

12, Late-closing license. 

13. License for the sale of medicated wines by druggists and 
chemists. 

14, License for the retail vend of rectified spirit by chemists 
and druggists. 
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15. Permit to obtain rectified spirit manufactured in India for 
manufacture of medicines. 

16, License for the manufacture of perfumes and toilet prepara- 
tions. 

17, Permit to obtain rectified spirit manufactured in India 
without payment of duty for industrial purposes, 

18. License to construct and work a brewery. 

19. License for compounding and blending foreign liquor. 

20, License for bottling portable foreign liquor. 


21. License for the retail vend of foreign liquor at o military 
canteen established under the canteen tenant system. 


22, License for the wholesale sale of denatured sj 
23. License for the retail sale of denatured spirits. 
24. License for the use or for storage of denatured spirits. 


25. License for the manufacture of denatured spirit and issue of 
the same duty free. 


26, License for the retail vend of country spirit supplied from 
а contract warehouse. 
30. License for the manufacture апд ме by retail of country 
spirit in outstills. 
. License for the sale of unfermented tari. 
. License for the retail salo of fermented (ari. 
. License for the manufacture of tari. 
. License for the retail sale of pachwai. 
License for the home-brewing of pachwai for domestic 
consumption, 
36. Special license for the manufacture of pachwai at home for 
private consumption. 
37. License for the retail sale of ganja. 
38. License to sale by wholesale bhang stored in а licensed 
warehouse, 
39. License for the retail sale of bhang. 
43. License for the sale of cocaine by druggists and chemists, 
44. Porwana to а village headman to collect fees for home- 
brewing of pachwai. 
export 
46. Pass for the ————of liquor under bond. 
mem 
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] 4T. Pass for renewal of denatured spirit from a distillery or 
warehouse. 


48. Application for pass to remove denatured spirit. 


impart 
49. Pass for the export of excisable articles (other than spirit 
transport 


under a————bond. 


‘special 
export 

50. Pass for the—————of a non-dutiable or a duty free 
transport 


excisable article (or on which full duty has been paid). 
51. Transport pass book for country spirit, ganja and bhang, 
52. Pass for the issue of rectified spirit duty free, 
i 53. Permit, for possession of confiscated articles. 
54. Pass for the transport of country spirit from а manufac- 
turing outstill to a branch shop. 
55. Tari carriers’ pass. 
56. Permit for the possession of an excisable article in excess of 
| tho retail limit and purchased from а licensed shop. 
57. Ganja import pass, 
58. Pormit for the importation of charas. 
* 59. Pass for the import of cocaine. 


20 grains 
60. Permit for the possession of more than———of cocaine, 
m" 
novocaine, eto., by managers of hospitals and charitable 
dispensaries not under Government supervision. 
61. Permit for the transport of cocaine, novocaine, ete, 
62, Pormit for the import of cocaine from outside British India» 
ete. 
78. Daily account showing the quantity of beer manufactured, 
cleared and kept in store and of duty levied in 
a brewery. 
i 118. Diary of Excise officers. 
119. Statement showing the work dono by Excise Inspectir 
officers. 
120. Monthly statement to be submitted by the Excise Deputy 
Collectors to Commissioner of Excise. 
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121. Monthly statement of consumption of contract country spirit, 
opium and ganja. 

122. Statement of confiscated cocaine. 

124. List of licenses proposed to be granted for the retail salo 
of foreign or country spirit for consumption on tho 
vendor's premises for ensuing period of settlement. 

127. Sale notification, 

198, Statement showing the result of settlement of Exeise 
licenses. 

129. Statement showing the progress in the settlement, of Excise 

licenses, 

180. Promissory note. 

131. Rsosipt for license fees for Exeise shops. 

132. Statom»nt showing the non-payment of license fees. 

133. Distress warrants. 

134. Application for remission of irrecoverable Excise revenue. 

138. List of artioles found on search. 

139, Application for reward in cases under the Excise Act, 

140. Defect report of articles of clothing. 

141, Indont for uniform for the inferior establishment. 

142, Quarterly return of Exoiso revenue. 

147. Statement showing the allotment, expenditure and saving 
on account of non-contract contingencies, 

151. Statement showing the result of stock-taking of country 

spirit. 

152. Report on inspection of outstills, 

156. Statement showing the result of annual stock-taking of 

ganja 
hang 

159. Indenture for mortgages of distillery premises, stills, ete, 
for manufacture of spi 

ELLO. 6. Search slip. 


» Т, Primary and secondary classification. 
» 8, Objection memo, to finger impression slip. 
k 9. Death report of a convict, eto. 


Stamped receipts given for refund of Excise revenue, 


“Zo be kept until three years after the manufacture bus ceea. 
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1. License for the retail sale of opium. 
III License for the retail sale of poppy-hends. 

V. Druggists" permit. 

VI. Opium export pass. 

УЦа). Transport pass book for Excise opium. 

IX. Aunwalindentforopium. — - 

X. Advice of despatch of opium. 

XI. Receipt for abkari opuim. 

XV. Application for special rewards in case under the Opium Act. 
XVI. Warrant. 
ХҮП. Permit for possession of opium produced out of India, eto: 
ХҮШ, Permit, for the import of opium, ote., from outside British 

A. Pass for the import of morphia drugs. 

В. Transport pass for morphia drugs. 

C. License for the manufacture, possession and sale of morphia 

drugs by a dealer. 

D. License for the manufacture, possession and sale on pres- 
cription of morphia drugs by a chemist. 

E, Authorization of an approved practitioner in charge of 
hospitals or dispensaries to possess, import or transport 
morphia drugs. 

Records of serious irregularities reported against shops. 

Caso records showing action taken in connection with the conduct 

of the case, payment of rewards and disposal of confiscated articles. 


REGULATION FOR THE SAFE CUSTODY, PRESERVATION, 
INSPECTION AND PRODUCTION OF THE ELECTION 
PAPERS, 

Rules and regulations for the safe custody, preservation, ins- 
peotion and production of election papers are embodied in (a) Parta 
VI and VIL of the Bihar Legislative Assembly Electoral (Rolls) 
Rules, 1936, (6) Part IX of the Bihar Legislative Assembly Electoral 
(Elections and Election Petitions) Rules, 1930, (с) Part VI of the 
Bihar Legislative Council Electoral (Rolls) Rules, 1936, (d) Part VII 
of the Bihar Legislative Council Electoral (Election and Election 
Petitions) Rules, 1036, (e) Government notifications nos. 840-Eleo. 
and 909-Elee., both dated the 5th February 1937 (Pages 117-118, 
101-102, 232, 284-285 and 315-317 of the Bihar Election Manual, 
1938, Vol. I). 
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Classification and preservation of records of the Department of Com- 
mercial Taxes. 


1, Records of the current year and those of the preceding three 
years shall be retained in the offices of the Assistant Superintendent: 
of Commercial Taxes, incharge sub-circle, Superintendent of Commer- 
cial Taxes or Assistant Commissioner of Commercial Taxes, as the 
case may be. At the beginning of each year those records which 


are more than three years old shall be transferred to the record- 
room. 


the Collectorate to t 
tho Superintendent’ 


2. The various classes of records, registers and ordinary corres- 
pondence shall be preserved as follows .— 


(1) Assessment. records.—Records of assessment under all 
taxation statutes administered by the Department: of 
Commercial Taxes, other than the Bihar Agricultural 
Income-tax Act, 1938/1948, in which no appeals have 
been preferred, shall be retained for 5 years, that is, two 
Years after they are deposited in the record-room. 
Other assessment records (including all records under 
the Bihar Agricultural Income-tax Act) shall be retained 
for 12 years, that is, 9 years after they are deposited 
in the record-room, When an assessment in 6th or 
13th year, as the case may be, is made, the papers 
concerning the first year in the record-room shall be 
removed and destroyed. The date of destruction shall 
be entered under the initials of the Superintendent (or 
the Assistant Commissioner, in the case of records 
deposited in the Collectorate record-room) or any other 
gazetted officer on the cover of each of these records. 
‘The depreciation record which is kept in the assessment, 
record under the Bihar Agricultural Income-tax Act 
Shall be retained permanently. 


Хоть, Рос the of this rule, monthly or quarterly assesment records 
relating te all the twelve months ог the four quarters Uf a. бийле gear 
shall be treated as the records of the one und the same year 
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(2) Returns of income or turnover.—Returns shall be kept in 
assessment record. ‘Those relating tothe Bihar Agricul- 
tural Income-tax Act should be placed in bundles 
while those relating to other Acts should be arranged 
under the relevant order sheet. Returns under the 
Bihar Agricultural Income-tax Act shall be destroyed 
after five years except in the case of returns of 
companies of which the returns, together with the 
balance sheets, may be preserved for 12 years. Returns 
under other Acts shall be similarly destroyed after 
5 years except in the case of dealers under the Bihar 
Sales Tax Act having annual taxable turnover of 
Rupees two lacs or quarterly taxable of Rupees fifty 
thousand or more. ‘These returns together shall be 
kept for 12 years. 


(3) Appellate records. — Records of appeals, revision and review 
decided by Assistant Commissioners, Deputy Commis- 
sioners and Commissioners shall be retained for five 
years. 

Nows.—Reoonls of apposls aad rivison derided by tho Commissioner of Commer: 
Sal Tass and Deputy Comiemonere of Commemvial Taros hall bo 
Prowrvod in the оге of the Comumbmupnor of Commarcial Taxes. 

(4) Records of references made to the High Court. — Records. 
relating to references sent up to the High Court should. 
be retained for a period of twelve years from tho end 
of the year in which the High Court has passed orders. 
In a ease in which reference to the High Court has 
been refused, the records should, however, be retained 
for a period of five years only from the end of the 
year in which the order is passed. In special cases, 
these records may be preserved for longer periods with 
the approval of the Commissioner of Commercial Taxes. 


(5) Records of registration.—Rocords of registration of ussessees: 
under the different Act shall be retained for so long 
as an assessee continues to remain registered, and 
thereafter, after de-registration of the assessee, for 
another twelve years. 


(8) Miscellaneous recoris—The records shall be retained for 
two years counting from the last day of the year to 
which they relate. 


(7) Registers and ordinary correspondence.—The procedure laid. 
down in this manual may be followed. 
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Classification and preservation of disposed of records, registers, etc., 
wider the Workmen's Compensation Act, 1923. 


І. Case records, 


АШ records and papers dealing with accounts and disbursements 
and containing the final decision or orders in cases unter the 
Workmen's Compensation Act should be preserved for 30 years. 


П. The following registers and books connected with the Work- 
men's Compensation Act should be preserved for twenty years :— 


(1) General. register of applications. 
(2) Register of deposits, 
(3) Register of agreements. 


(4) Pass books or any other books maintained under rule 10 
of the Workmen's Compensation Rules, 1924, 


TIL The other papers (returns, audit reports, ete.) which are 
mot of much importance should be treated as "B" class and 
preserved for twelve years only. 


Classification and preservation of papers relating to the punitive 
ат, ie. the extra on special Police. as indicated in Appendix 63(v) 
(10) of Police Manual, Volume III. 


‘The additional Police papers in the Collectorates are to be 
treated as "D" class provided that those dealing with exemptions 
are transferred to the offices of the Superintendents of Police 


concerned before the other papers are destroyed after a period of 
twelve years. 
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Classification, preservation and destruction of Registers. 


[Vide rule 114.] 
No, of 
feral] et Name of Register. Period of м 
то. | Schedule р retention. prescribing. 
XXV. 
1 5 3 + E 


ACCOUNTS BRANCH 
(TREASURY). 


Türomrrns souscorany TO 
Сази Boor (Екоағтз). 


Regier oF Таира re Civil 
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No. of 
men et Name of Register. Period of | Authority 
— Я as 
то | Schedule reteation | preventing. 
ESSA 
umm a 0 D 
ACCOUNTS BRANCH 
TREASURY). comit. 
Ботева арзан To 
Сын Boox (Каса) con 
m| one Merofmeeipteonaccount | 13 years .. | Tauzi Manual, 1923, 
‘Of Land Hevenue end. abe Appendice, 10 
dis Works Cou 
18 Hu Ragistor of Land Revenue |12 „ ++ | Article 278, 
осер, Part IL. оше Ge 
u| цв | Rogistor of Salt Receipts 2| Bs. Ditto. 
по | Register ofsatesoftiampeandl 18. s. io. 
Е discount thereon, Part I kw 
ио | Rogister of anos of таары 12 o m: 
Li ARE coat thereon Bat | isis 
it 
и| as | Rogiter of Misbiiancons |32 n ..| Dite. 
| Stamp һасара. 
ı8 | o ger | Rogistor of ain Receipts. „| Dine: 
19| 123 | Register of Miscellaneous «+ | Tauzi Manual, 1923, 
Receipts on account of Road Appendix 8. e 
Publis Works Coss. E 
m| 184 | RogiterofCatome Receipts 12 „| 278, ci 
s1 | 125 | Ragistor of Taxes on Iacomo | „ „| Юе | 
Receipt 
E: 120 و‎ of Registration Re- ” E Ditto, 
ps 
°з 127 ne of Administration | 1% „ EH Ditto. 
оше Receipts 
^ | 
s4 | 128 | Register of Fails Receipts Ditto. : 
235 129 | Register of Police Receipts Ditto, 
26| 130 | Register of Education| 12 „n Ditto, 


сары. p 
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Root 
rie 
зы) rn Name of Register. Period of 
чо. | schedule. vention: 
XRV. 
|= 3 z E 
T ACCOUNTS BRANCH 
(TREASURY) conid. 
erras ассир TO 
s| as fee Praet | 12 уым... | Article 278, ci 
E s ‚ск 
осон. ‘Account Ole 
mi аз of Beanie and |12 „ | рш. 
ther Мис Depart- 
тош Receipt 
ao | ам Berater of roceipta on ae- |12 „ | Dit. 
aunt of бшмеу end 
Printing. 
si| s | Ragin or Patio meam [as | Dit, 
[ors 
зе .. megterot Roveipta on our. [38 . | Dino. 

lss | Registar of Miscellaneous [12 n.. | Dit. 
амра. 

196 | Rogister of Orders on Sub- | 6 Article s49; 
Treasuries (штей and ad. ‘Account ei, 
just (Civil Account Coda, 
no. 40 

as| 137 | помек of Retin (for |12 n .. Article a7 
general use). s pom Coa. 
se| 149 "| Register of moss e| n | Dimo, 
‘Publie Works and Rond Cors 
(thor disti). 
v| ıu [2 CI 
oui. ofi ше 9 
Doparimont 
as| o magister of Forest Remit- | 12 „  .. | Article 410, Chet 
e Account Codo. 
so| оп | Regier of Fines rented „| „ s. сы 
4o| 13 Register of Remittances |13 „. .. 
тонге. 
a| ом {Register of аавдаа „  ,. 
m | 
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Name of Rogister. Period of Authority 
retention. proscribing. 
agn з n g 
ACCOUNTS BRANCH 
(TREASURY) contd- 
Ruawrees sunsirany то 
Сази Boox (Payurwzs). 
48 | ^ 151 | Register of Forest Choques! 12 years .. | Article 410, Civil 
Paid, Account. Codo. 
48 | ' ыз | Regbter of Payments on aa | Artico 278, Civit 
account of tho Postal De. Account Cod. 


partment, 
за | 153 (Rogister of Doposit Payment |12 „ .. Article 201, civil 
Account Code. 
an| asa | Moghtar ot Local Ble pata.. | 12^, | Article зат, Civi 
Account Codo. 
4 | шз | Register of Forvign Bills pai 3 Ditto. 
47| 100 Rogier of Salaries of sı | Artiole е, бым 
| Gazetted Ошент. Account Cole. 
as 157 | Register of Establishment | 12 ,, ғ Ditto. 
‘Charges and Salaries of Sub- 
Assistant Surgeons, 
40 | 100 | Register of Pensione mr rvs Ditto, 
30 | 1% | леріне of Contingent and | 12 „ .. Ditto, 
‘Travelling Payments. 
st |. | Register of Jail Department | 12 „ .. Ditto 
‘charges. 
sa| .. | Rogister of Police Depart-|12 „ | Dito. 
ment charges. 
вз| її Register of Educational |12 p Ditto. 
Charges. 
“ 104 Register of Coupons paid .. | 12 „ ‚| 30, Socu- 
8 


gî | аб | Register of Payments oa | 18 s l| Artie 278, Civ 
icount of Team Ad. Û count Code. 

vanta by Provincial 

Goverment 


Name of Register. Period or | Authority 
: retention, | prescribing. 
3 " 2 
ACCOUNTS BRANCH 
(TREASURY) cond. 
| дешәткш season то 
дан Book (Payara) contd 
Resistor of Тактар Pay | уыз , | Artisle 78, Civi 
nenas Account Codo. 
Rogier of Paymente on | 12 m  .. | Artiola- 486, "Civil 
account eb Miltary “Account Col 
кш of Miscellaneous | 12 Diu 
P EYES но. 
Miitery Payments. 
sister of Payments of | 12 „ = Ditto. 
PG works одеа! 
egbteroflemitanserent | 12 » l| Arle 278, Cie 
Resistor of Payments of In|i19 ы. | Pamngrophe 400080) 
(Great of детета? Pro: ТД 
miaoty Notes Manvel. 
Register of Trust Interest | 12 „ .. | Article 278, Civil 
Payments. Account Code- 
Register of Payments of Per- | 12 „ E Ditto. 
manent Мааа. 
Register of Payments of Tem- 8 Ditto. 
porary Malina: 
Rogister of Popsione rom the | 12 „| Die. 
oh si ‘Miliary and Medical 
ЕЕЕ trae] ms 
account of the Coss Depart” 
mont. 
Register of Partition Charges | 12 Ditto, 
Rogister of Publio Works] 12 x Ditto. 
Charges. 
RegistorofRefunds |а. ..| Dite 


Register of Settlement |12 „ — Dino, 
Charges. 
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a z 3 1 D 
ACCOUNTS BRANCH 
TREASURY] ona, 
cee ++ | Article 278, Civil 
Account Code. 
Ta] os Reiter of Been Do- | 12 s Ditto. 
Partmont charges, 
T|. | Rogistor of Audit oharges .. | 18 25 Ditto, 
m| 00 | Хоног of Land Acquisition | 18 n ss Ditto. 
Payments 
Orman Ншэтива. 
70) иб Outs book, (Civil Account | 35» se Ditto. 
Gode, no. 3 
n| om аа mo | Artiste эв, сыш 
Ascounttot's Daily Balance | 12 Ae a суй 
Ш oam n "ү le 284, Civ 
Shoot (Civil Account Code, Acoount 
79| тз | Rogister of Daily Balance of | 6 2. | Ае» 281, сым 
[ox d “Acoount Оше. Н 
80 178 | Cheok Register of Transfer | 3 u  .. | Paragraph. 413. 
Payments. Treasury Manul. 
si| i79 | Rogister of Daily Receipts, | 12 „ ~. | Article 345, Civil 
Ropaymoats of Personal Account Code. 
Deposits, ota. 
49| 235 | Extract Register of De 6m | Artico эз, cit 
‘Receipts (Sablivision), Account. Code. 
s3 | озб | Rogister of Racoipta at Sub. |12 p о. Ditto. 
us on meant ef 
Civil and Small Cause 
Couets. 
st) в | Register of Payment at Sab. | 18 „ Ditto, 
divisions on account of Civil 
‘snd Small Cause Courts. 
85| 180 | Abstract of Receipts and Permanent. Ditto. 


Paymanta of Revenge Do- 
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Namo of Register. Period ot | Authority 
retention, | prosoribing. 
reu EEC з z D 
ACCOUNTS BRANCH 
(TREASURY) contd. 
Orme Reaierans—contd. 
of Criminal Doposit | 12 years .. | Article 381, Oivil 
ю| aes | Ragistor of Criminal Deposit | 18 years | 
wf | її | Register of Gormment | 20 „ .. э (а 
y Notes ра which "and Ao) Securitas 
teret la payable, Secures Manual. 
Manual, no. 9. 
s| 182 | Rogier of bonda gored | Permanent .. | Paragraph 30, Bees 
evtreanury, Souris 
Ж 
E 45, ба. 
so| am Ditto.» | armen 45 
wf as of Тампон Orders | O years. а ө, 
етее 10 же | шы 
iis, Securities Manual, no. 
oi] зз | Register of Bil, ete, | ¢ „ l| Artico 270, civil 
dorma for ai Sab: Account dde. 
for payments 
s| oam og name of] 12, „| Article 287, Ci 
pope aad ale. ‘Account бойо, 
Fios drawn by thom 
os| 188 | Ragistor of Pensions Payment | ав... | Article sen Civil 
Ordera (Civil Account Code, ‘Account Code. 
боб 
o. | Chapter 
а 
о. Artic 20, Rule 
Civi Account Gods. 
[rS 
жш машы. 
6. 


z^ 112, Re. 
source 1. 
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"Name of Register. | Period of Authorit 
т retention, prescribing. 
П z з Es 5 
ACCOUNTS BRANCH і 
TREASURY)--contd. 
Orne Rrorsrens— contd, 
98 192 ister of Government sec- | Permanent .. | Pragraph 109(a), Se. 
Toon dpi e m Sa Mantel, 


m" 


100 


101 


102 


108 


104 


105 


100 


107 


108 


100 


š 


for safo custody (Secu- 
Hits Manual, no. 10]. 


of un-current coins 12years 1, 
(Resource Manual, по. 168). | 


article 83, Ro- 
‘source Manual, 


RE ar ote Ag e 
E ae E 
of items under objec- | 3years .. | Article 19, Civil 
pem И 
Мита а: 
EE — 
Е | ice 
ETE. AED 
Sige bina ae | secas e мл, 
vs Mu ever 
ce еш 
entry. Idea uu 


Register showing the double | 12 узага... 
lock transaction of cash of 


subdivision oF conversion 
Securities Manual, no. 2). 


Ledger Account of Go er- | làyeame . 
ment Promissory Notes (е. 
Gurities Manual, по. 23). 


of and dis. | 25 „ 

‘of notes held in safe 
Sustody (8 curities Manual, i 
no. 25). 


Interest Distribution Register| 19 „  .. 
(Securities Manusl, no. 26.) 


Articlo 15, Resource 
Manual, 


СЯ 


rites Manual, 

Paragraph 11000), So- 
'euritios Manual. 

Paragraph 11600), So- 


curities Manual. 


Paragraph 117, Se- 
curities Manual, 
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No. of 
forms 
ia Машо of Register, Period of Authority 
Schedule ‘retention. proscribing. 

XXV. 


di 


П D 3 


ACCOUNTS BRANCH 
(TREASURY) —conetd. 


Orne. Reorerzns—condld. 


Ho] 318 | Regier of tho gnatum of 0 yours -. | Local Government 
Person receiving pay- ^no. 1081-Cora., datod 
ost oe til the 2th Decor. 


naj 39 | ‘Treasurers’ Receipt Rogistor | 6 „ .. | Artio зи, Cie 
unt Code, 


H8 | 102 | Treasurers’ Payment Rogister | 0 ^ Ditto. 
113] 103 | рода Reginter of payment | 6 4, 


A| 76 | Register of Silver Coins out) 12 y | Artico 88, Re. 
‘but not paid for, "source Manual, 


us Currency Chost Book — | 12 „ .. | Article 23, Resource 
Mannal, 


16| .. | Register of valuables .. | 12 


+ ee | Article 4, Oivi Aes 
Codo. 
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‘Namo of Register. Period of Authority 
retention, prescribing. 
1 g з ‘ 6 


BATWARA BRANCH 


PI peo on ene pt У 
E gom 

2 2A | Rogister of Batwara Amins ,.| Юйю .. У 
оа ee 

«| аваа ae 


(1) Apportionment statement | — Ditto 
Tegiter of estimated cost 
j And actual expenditure of 
Partition of each estate 

t 


де 
(2) Apportionment statomame | Dio, | Tasruction 74, pugo 
Emm S 
po toad Mai 
ET DN. 
| эш sede i ge! کا‎ С 
mv suapan С ims | тюш 
+ [тәре teow ot pane] it, | эш 
үү 
ПЕРЕТЕ" 
o| vu e [кы | ваа 
И ЕИ Divo, 
СРЗ кы Dit, 
poem 
#| x Wee mue nij. | De 
зар... | hala by whieh payment of | 1} years, or | Taxtraotion 33; page 
idest dea remus (gene sto. 
ae Мае ee 
Оў um 


40 of Benzul 
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GESS BRANCH. 
Estates, covenuo-paying 
"nd. похота тое, ride 
lauso (1) and Janda, side 
Sanres (3) and) eon 
йы. amn ы 
Estates, _ rovenuepaying 
жай revenue ive and eat 
Payable. 


Estates, — rovenue-paying 
‘and rovonuo-froo and cess 


roges 
Index register of English 
касс т 
Register of letters issued 
ЕЕ 
C кай 
Coss tauzi ledger - 
кышы айаш! 


(Old), Estates, — revenue- 
‘paying and rovenve-frve, 


(Ом). Lands under classes 
ana Sof tho dation of 
fection 4 of Bengal Act 
Softer. 


(014). Tenures in lande 
‘entered in Register no, IL. 


Romanene | Board's circular order 
no. 23 of February 
Tis. 

Ditto .. | Board's ciroular order 

io. tot May 1892, 
Ditto... | Board's ciroular order 
mas 17 of January 
Toi. 
Ditto .. | Kole 152, рады 135 
Ete Com ana, 
Ditto .. | Ralo ê of tho Records 
Manual. 
Ditto, Ditto 
Ditto Ditto, 
Ditto. | Rute{09 ofthe Recorda 


order no: 3af January 
esi; nok present 
form. 

Section 4, Bengal Act 
X of 1871, N 


| 
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Number 
веш | Pg Namo of Register, | Period of Authority 
то. | Register. retention, E 
|= 3 n П 
OESS BRANOH—contd. 
10| ш | Pincaimposed under Bengal | Papers to be | Ralo 152, page 148 
ASE IX of 1880. destroy e d | of the бшш Manual, 
ator” Sno | fis 
бї mal 
[e 
given «йы. 
17| тт | Progrom made in valuation | Dito .. Ditto. 
ar evaluation of estates" 
18| ул | Register of chaukidart| Dito ,. Ditto, 
etka lande whi 
com 10 the 
olor iret. 
10] уг | tmmovatte under | шш .. Ditto 
Pert П, Chapter Vot 
Bongal Act IX of 1980. 
90 | уц | Notices ‘under sections 78) Dino.. тш. 
and 80 of tho Ас 
3|41 Î sttrpiteratowonde ..| Dito .. | Rala 165; Records 
22] тх | Valuhtion and armar cess | Ditto .. | Hue THA, Pago 138 
of опао ran freo of the Gest Mana, 
land undor sections” 00, . 
%, 00 nad 07 of tho Coxe 
AS, 1880. 
s8 | хи | Sparte necount of cowes| Оо. Ditto, 
agate by registered 
of” orense iea 
states under” dam S 
Setion 4 of tho Cone Act: 
24] XII | Separate account of cusses | Ditto .. Ditto. 
ам by таймана hl. 
andi me 
ЕЦ 
ofthe Coss Act 
25 XIV | saszawas index fogister of | Ditto Ditto, 
ont fe landa, dd 
30 | XIVA | Index of ront-frolandsby | Dito Ditto. 
tazi number. 
p 


27| ++ [Inspection boc E 


28) т | Bositer of potitions 
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Rulo 102 of the Bihar. 
Том» Miscellansema, 
Ruler, 1908. 


Была 


Быз 13 of, the 
‘and 
Recount Code, Het 


Rue s5 (XVI 
Board's Мін. 


Bihar 
eellansous Rulon, 
1958. 


Rule 147 ditto. 
Rulo 282 ditto, 
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See 
me 
co at | x | шы | mm 
is man | 
a 
1 *67 | Register of licenses Chapter III, 
So |У LX E] 
graphs. ja) of 
Ends 
2| "wA Register of licenses for moe XIV, p 
толты" =| ae a 


10| 88 | Rogister of casesinstitated | 18 „ .. 


D 
í 
1 
H 


Tit of 102%. 


sev ot 
See Manual volume 
Tif lan 


Chapter XIV” pum. 
485 (Dj) of 
Massil, volume 

TH, of 1022, 


"This relates to tho number of forms in Schedule VIII. 
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‘Name of Register. 


Authority 


gh gem nai of 
дво Manual, volumo: 
111, of 1022. 


mie у 
йыш 
zou 
E 
Dead 
c 


Choy 


ptor XV, para- 
ОРА ИЗ о] Eois 
|, volume Ш, 


Жыш, of Exch 
Manual, volume III, 
of 1932, 


Board's subsidiary 
instroction (1), page 
33 of Eesi Manual, 
volume Т, of 1922, 


ae 
T x 
eek 
| тп, of 1923. 
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Name of Itegister, Period of Authority 
ics retention, prescribing. 
1 À, 3 4 5 
EXCISE BRANCH contd. 
a| w pM ант д 
ЕХЕ Erbo ni о 
Manual, volume Il, 
bir 
m| om | Rogie of spirit mosir lo, ss Y à 
into, meduead. or ded Sula vod lips 
fo, od honed from aaah er 
vat or store cask. tuno) oon 
З Т 
20. ә Register of casks received | 6 „ - Mer V, 
fhe’ pie tonal S. nam 
teretom ai а dnt à j 
= Fors 
pesos 
21) вв | ваба of excisable аја. Chapter XIV, pam: 
cles imported, exported : EN pod of 
| erben pa 
22] ө Regier of rame for tia} oe oie 
Ba ET 
| e 2 | lose IIL, aries: E 
| Tas bon paid oe ова whisk 
tee baen paid ce oo wh 
Ei 
a| n Regier LLLISLMM m 
Yu 
Er d 
pa 
24) 30 mage of monthly e| 3 „ | Chapter XIV 


graph 48900), 
E saa e: 
lume IIT, of 1983, 


әна formein | Nameof Rogister. 


1 ғ з 4 a 
m 
EXCISE BRANCH— enti 
25] т (Regine of bids at a see | 3years  .. {брит ш, pon 
‘meat by atc ions om rt ad Ga 
for гатар 
ишу), of Debo 
Manuel, volame HE 
pir 
28] TP Ragistor of distrom warl 3 „ 2. | Chapter TIL рыз. 
өзө understotin. ГЕ 
tho Bihar aud Orica 1, paragraph £11 
prem. ih, Sod барш 
Й (Ha) Роб Exis 
Mansi, volume ЇЇ, 
or ines! 
an| 73 | Register of personal idger | 8, «. | Chapter їп, 
acs of vende ЖОР, ana dhap- 
E tor XIV, paragra 
[Sr б) en Мше 
` Manual, volume Li; 
E 
28| ом | Regier ofpenonaldgr| 3 „ ..|. Dite. 
КА 


39| <. | Register of attendance of |3 „ 
guards at a distillery or 


Матош, 
78 | Weighing book for caks| 3 „ l| Chapter XIV. para- 
n filled "from vat at а geh adv sr 
distillery. xoise “Manual, vo- 
ume TIL, of 1082. 
M) + | Cesk-gauging register at a |3 „n .. | Chapter у, para. 
"ide wen graph 2474), Pand 
Cipar SIY, pape 
graph Эз] of Ex. 
iso Manual, volume 
TIL of 1022, 
sj в, 3 u -| Chapter XIV. parm 
graph 485( 
ise Manual, тоюшу 
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———— ÓÁ 
Е сае eee ee 
ME E Я 
Soe асада тшшш. | eese. | 
Vir 
ях | Ж 3 т s 
EXCISE BRANCH-— m4. | 
a| з: | Doiy sccount of country З уема, .. | Chapter XIV, pare: 
e pi ened trom went ph" Sod V) and 
ous co the Total anope {УЫ кх, Monat 
БЕКЕ lume Ir atiis. 
.. [Reiter of receipt ond |3 n s. | Chapter УП, paras 
» Talis ut books of oet Spa dens and 
eig ot pales, зоне SIN, Paragraph id | 
wig of pacha. , pea 
Я Gy ot nett Маш, 
Volume TEL, of 1922, à 
Brewing book ep» os о | Captar ту, pa 
zm үе graph 177(8) of xe 
Si Манаш, volumo 
of 
| 
A рео room vat book | 3 4 s Chapter Xv, ры 
" | E i 
in Мыны, vor 
lame Tn, of 1922, 
Joe | 
3 шш spirit 
її, of 1022 | 
н һе sesê of demie |3 „ Ditto. | 
ing materia. 
soos jammer o| 3 „ e| бомж Ур, рее 
Wer aad clap 
for XIV paragraph 
iss) or iine, 
Жазы votis TE, 
pr 
ao| ом | Stntement oftiomsertamed а а 


‘for tho home brewing of 
pachieai 


Chapter УШ, para- 
graphs 250(eii), (vii) 
Sad, (zi) and Chaptor 
VD sf xoia Hanval, 


volame IH, of 1929. 
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No. of 
Serial | forme in | Name of Register. Period of 
по. | Schedule retention. 
Уш. 
3 + g 
BXCISE BRANCH—ooneld.| 
Register of deus of | З увага. | Chapter XIV, para; 
ganja vh 48ê (р of 
T from a licensed Ж ‘Manual, vos 
bhang lume III, of 1922. 
warehouse. 
Abstract of receipts and|3 „ .. Ditto, 
expenditure of at 
^ lioonaed warehouse. 
Daily abstract of mecoipta|3. s Ditto. 
and expeoditue of a t 
n líconsed warehouse, 


Register of receipts and | 3 ,, ++ | Chapter XII, para. 
eve of unione. кр ато and dp 
and Chapter XIV, 
paragraph АВЫШ 
St soe Manual 
1 Volume HI, of 1023" 


Tndividual clothing account | 3 ,, — .. | Chapter ХП, para. 


Register of information |3 


» | Chapter x, paragraph 

ceived of елаш oenas Ээ oxide Manual, 

Sad "ot шшш "takes Salumo TIT, o 1828, 

pod 

СТИНГ " 
йш, 


volume III (aa amon- 
ded by correction 
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Name of Register, Period of Authority 
retention, ^" 
D з D 5 
— 
BRANCH. 
i| за | Estates hold undor direst | Permanent | Chapter T, section Г 
‘management, page 34 of tho Re 
for and 
Manual, A 1032. and 
Tolo 84, Chapter ТУ, 
page ЭЗ of the Bihar 
Government Estates 
Manual, 1003. 
2] 09 Dependent, бшш» in | Dito s. | rato #4, Chapter 1V, 
tho Chota Nagpur Divi- ene 
sion only). Manual, 1053. 
Сш Rules 66 and 57, 
B г | Jamabandi Register or | pino.. | portes Ly ge 
continuous дааа, Eg eee 
ment Estates Маши 
1993, 
* Kulo 89, Chapter IV, 
a| 40 | Alterations of assesment | Ditto .. E 
ernment Estates 
Messi 1з "ав 
page 30 of u А 
for ала turn 
‘Manual, 1932, 
E ie. | Page $4 ofthe Register 
5| 32A | Estates let out in farm .. к, see не Aan eae 
Heres when | oaa 
ia rl and 
E 
have 
(rom te | 
when 
ibas settle. 
ment that 
x Aras tho last 
То. expiro 
And was 
recorded’ in 
i A tarmi 
1 mated). 
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DIX E] 
ены | | 
лайк res 
ре e 
ET a n 
hovenswesr: martes! 
ASH вл 
e| юл | tate ene eris [dn 
аа Em 
"ahelders non, | closed "and 
aeo a ee act 
pod rA || Sty 
| ee АЕА Б ЕГИ 
| ‘ean Rice i o 
rs Jun 
"ETE PEE 
а rel 
"PE nice 
Pv rm 
| 
u| mv jen book E 
| 


Authority 
prescribing. 


Manual, 1093, 

page 43 of ihe Re- 
istor ond Нет 
елит, 19 


Rule 129, Chapter 
VI, page аө of tho. 
Bitar Government 
[Md 
1953, and pago 4 
of the Register and 
Roum Manna, 
1988, 


Ruler 38 ard dF, 
ТУ, page 
j, reepreti- 
of the Bitar 
Government. Estates 
Mam al, 1902, 


Tubes a | and ок 
ner 1V, pages 26 

37, sip, ctively 

Of the War Cavers. 
water Ma. 


ИЯ 
25 and 22 ipe 
tively af the. Bihar 
Government Belaten 
Meneal 1953. 


Hules ма gL 


ЭВА. of еу —13. 
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sottlementa of wastelands. 


amber | 
эта г Poriod of Authority 
mo. | Register. puer prescribing: 
D з 3m 5 
—4 E 
GOVERNMENT ESTATES 
BRANCH. езе. 
m Азмы of Mahalwari fia secs Rules 75 and ê, 
позата, (Return No. 1.) Chapter IV, pages 
3I and 38 respec 
tively of the Bihar 
Government state 
Manni, 1933, 
iN of. defuere (Return | 3 u. Role 77, Chapter 1V; 
No. itt). XEM 
jovernmont Estates 
Manual, 1923. 
| 
1| V | eeanary pembo | € Roles 36 and 99, 
| isses pe Chapter 1V, pagas 
28 and f; гс. 
| tively of the Bihar 
Government Estates 
Manual, 1054. 
| 
| 
15| уш | Mutation Register showing | 12 v. Rule 46, Chapter Hf, 
‘corrections їп the khasara ie 22 of tho. Bihai- 
And khatians amalgama- lovernment Estates 
ted form of old Mutation Manosl, 1053. 
w| vu Я ale 46, Chapter IT. 
pase 22 of the Bihar 
Government. Кемик 
Mannal, 1053. 
фу the death of the hal 
dee without heirs. 
їт| IXA | Mutation Registershowing | 12 


Rule 49, Chapter 111, 


рме 22 of the Bihar 
ment Estates 
Mannal, 1953. 
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Number 
Serial of Name of Register. Period of Authority 
то, | Register. retention. prescribing. 


" 5 


LAND | ACQUISITION 
BRANCH. 


а pes 
[NET сз 
ара Кшз te at 
Ean ER 

Xam 

2 5 stor of Land Acquisi- Dino .. | Ps h 60 of the 
кесше ыы ксы 
К; | Bear Aaa 
i СЕ: 

Jer hin MR 
ЖООШУП Е 
Батаа Eun Qu ad 
oan eters 
ire Ee Sor ed ge 

ys 

4 ЕП Register of lande in the Dito .. | Paragraph 170 of the 
EC E NUES 
[rs К um 

hts un mer 
Аа С 
ЕБ 
poca 
trata aa 
Бер 
СЯ 

| eres oie po tet 
lands of a railway in а Board of Revenue 
IU UE ques 
pus Eb 55 
r3 

| = 


+ | Paragraph 177 of tho 

tions by the 
Board of Revenue jn 
the L Acqui" 
E sition Manual, 
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1 


Number 
Boril | м | Period of | Authorit 
om | Reto Ae y perine 
IL SCHIERA 3 
LAND REGISTRATION | 
| | PAREN. 
| 
i | A, Part T (Png 77, М Section T, pagn M 
i to tho Binat Land Diber Land Mig 
| Regitration атш, tation’ Montal, 
Our YT pne T » Seetien а, n 
MU Minge TT Appen: | Dito... Seen £, рари 1 
"ix o we Bihar Land Bihar Land Regis 


10 


IS 
Mee gm| mec 
dix to ow har Land 
IM 
ГЕ же 
Н ans 


в. Part Ш. (page ?®, Apon] — Dino 
"iie o the Mar and | 
agitation Sana, | 
1040) | 


©. (agn 79; Appendix so) Ditto 


ibo Bihar Land Registra- 
tion Manun, 1946). 


Part (page OSI, Ap; | = Di: 


Manual 


ше чыры: 


ection 19, pago 14, 


Bihar Land Bihar Laud 
Manoni tation Manual, 
1946. 
Dino .. |Seetion 19, page 14, 
"über Land Regis: 
tation I Manual, 
946. 
p to it Biba cl 
"Tow 
TEES Registration Mann! У 


198]. | 


Td of mation ns r | When all the 
tered in Registe entries are 
(Poze 87, Appendix to the | dispose of. 
Bihar Lond Registration | 

Manual, 1946). | 


ie 12, Chapter Vy 

peme, Soot Bias 
ad Registration 
Manush, 1946. 
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Period of | Authority 
retention. eenoribing. 
| EN 4 


LAND REGISTRATION 
BRANCH—eoncld. 


CM ишы о 1. = pct 
| counta under sections 10 40-41, Bihar 
| and T1 of Aet XT of 1859 Wd Regintration, 
pues ER in 
iet. 
| of wre eae 
fee ea 
WS 


i| оед | Purtioulars of веренице de- | Dino = Dite. 


(Page 88, Ay 
Bihar Land Registration 
Mannal, 1046.) 


1| 4 | Rogitar of namon of malike Bond's order no, 
receiving malikana. (Page 310.А., dated [2nd 

ES Si Append oc Dite Apt 16077 
istration Mana, А 

Thea) | q k 


| 

D D | Registar of mutation regard) нце 
ing alikana. (Page 

Appendix. to the Ша 

Land Registration Manual, ` 

| 1046.) 


Dino. 


LOANS nRANCH. | | 


Land Improvement! 


Y| cmn | Ledger of Я 
ананан | "yearcorafve! б, part 1I pag 110 
[e сме | of tho Loans Manual, 
esee | Te. 
ЕСРИ or ite s Hoard Pone 
Land В "5 part ITI page 113 
of the Таша Ие | 
f p | 
з А | Chalana for realisations on Dino .. Board's — Instruetic 4 
Land Improvement | Te), part Ш, pego 
leon = ==” iis of the. Toan 
i Agenoris | Manin, 1958. 


Joana. 
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Authority 


|= 
| f Eu 
| 
| LOANS BRANCH. ced] 
a| зв | Autennoes mada to осона | Twenty | Бош» шей 
бос, бшмш ^. of | "youre Grafee| rer ITE tap it 
ЕА caesar | of th Шамы ates 
| оми. | egi | mnt 15087 
| | 
| 
| MISCELLANEOUS 
HRASCH. 
1| [Special regie of istimeaei | Rormaneny Axar 
tenures at fixed rent р jo 75, and. 
| fom шде of permanent S D, page 
settlement, (rho термек Sf tho Brio Ty 
|. ally дону | Nant, уз 
Li F | Special registor of tenures Ditto .. Ditto, 
iting Hine of ише 
| ene which have nor boen 
Tit at Send ront nally | 
Е 
| 
3| а | Common sogitor of taluk- | Dito <: | Section 41, Act XT oF 
| dari and oer шшш | RR pe 20 and 
| | Semmes usd tarme жазма еы ie 
ice the am of coto SITO e ie ERT 
ent d. held immedi | Sanna, 1030 
ay from the proprietors I 
шоа | 
4] o ж | йш owes Dine 
| 30 of the 8 de Law 
Mans, Tae" 
| r jatet OF ames | | Section 43, ме XY of 
| “at latte wienn testing Teo. раке DN and 
Vas ian мыш Ansa u par 
| | IPSE the tai e 
| Manse toa, 
of xy seers dius | 


Mepurate accounts under 
оова 10 and 11 of Aet 
XE of 1850 and section 70 
Of Bengal Act IT of 1876, 


тш, 1936; 

Dite -| Appendix Ox page 
| CSI of the Sate Taw. 

55 
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== 
Sein | SP Hane of Regier Ferid afl Authority 
no. | Register, retention, prescribing. 
1 ver) * з = ane 
MISCELLANEOUS 
BRANCH. ton. 
al duh | particulars of separato so: | manant ..| Appeodix:D; 
counts opted udet teen Pra 
sd IT of Act XI of 1859 Law Manual, 1936. 
sind metnî 70 of Booga Act 
уйг. 
a "| Deposits mado under section Dito ..| Append 
Ta Act XT ot ане ITI мы 
| КЕТҮ 
Land Registration. 
| at 
10] па | Applications forrgitrysesin-| Ditto. [Арме Р, р 
"hon ог реа ander sections SEL of tho Sale LAY 
rette маш. one! 
| 
u 19 | Register of appeals and | 12 year or | Chapter I, section IV 
Lo Mm li de | pare Se af QR 
те on | Bier and Reon 
fred init | Manual, 1008, 
а 
a 
Miscellaneous rcpt rite | 12 years .. | Civit Account codo 
part HL. m > Article 278. 
Forest feptem Ia om aa Coda 
poem 
14 81 | Publie Works Department | 12 «+ | Civil Actount Code, 
ua yeah ‘aril a 
n 19 | Soles for arrears of revenue. Permanent .. | Appendix D, v 
SIS of the Sale Law 
| КАШ 
РРА | Di: Гага 
ri кына tl, Бы Trot the шь 
Жа VIE of Ts read C Manual 1330 
ЕНУ 
v 198 Ditto a struction 
i ron 
| fho Bihar Certificate 
| аиша, 1032 
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Г 


EI 


в 


вл 


Xame of Register. 


MISCELLANEOUS 
BRANCH const. 


Sole of patai joluke under 
Regulation VI of 1819. 


Bales of und r-tenures undor 
Паци) Ast VITI of 1465. 


Chaikidari chake lande 
teanaforred by Collector 
undor section 30 or 55, Ten- 
Bal Act VI of 1970, 


Register of Civil Sulta 


jeter of canon under Rogu- 
“lion Vit of ч 


Quinquennint register. 


Rogiatne of lands used for 
publie purposes. 


Register of landa in the occu 
pation af Municipalities, 

riot Hoorde. and Local 
Boards. 


Pursons admitted and enrolled 
as revenue agenta. 


Miseellanoous cases 


Requisition oF certificates 
‘undor the Bihar and Orissa 
Publie Demands it 

Act IV of 1914. reas 


Period of 
retention. 


Dito. 


Dino ~- 


Ditto 
Ditto. 


Dio .. 


Ditto 


Төө years 
fier” the 
date of last 


entry. 


Authority. 
prescribing. 


Appendix D. paze 
215 of the Rale Law 
Manuel, 1030- 


Appendix D. pago 
1 of tho Sain Lawe 
Жош, 1036. 


‘ous Rulon, 1088. 


Holy 131; page 30 of 
the Practice and 
Trocsdure Manual, 
1988. 


Regulation VI} of 
бо. 


Rogolation XLV 
ra: 


Halos 255 of the Bibar + 
Board's Miurcellenn- 
‘oun Rules, 1008, 


Ditto. 


Rule 9, page 124 of 
he Practice and 
Procedare Mental, 


| Chapter 1. воо 


TV; page 17 of the 
Register and Re. 
tum Manual, 1039. 


Board's Instruction 
43 оп page 123 of 
the Biber Corti 
f cata Manual, 1037- 
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Seria |- 


mo. 


1 


E 


эз 


м 


35 


Number | 
of Period of 
gister. retention. 


10 | Certificate made under tho | "Twelve vaare 
i rima Pal the 


Demands Recovery Act IV | date of last 
of TOM. entry. 


25 | Claims to money in deposit .. | 12 yearn 


23 | Tas ection book nfo years 
from the last 
teansaction 
‘mentioned ín. 
it. 

Standing order book Twelve yours 
from Vast 
order entor- 
ed in it, 

E .. | years a 

20 | Preenpte afie 

ат | Revenue fines Bi) fi} ш= 

38 Prisoners E 


Authority 
prescrieing. 


ГТ 
40 оп page 123 of 
the Bihar Cort. 
ана Manual, 1937. 


СЕ 

ge 31 of tho Re. 

es and Boe 
aml 1992 


Ditto. 


Chaptar L есил ТУ, 
a2 of the 

Register and The: 

үш Мал), 1982. 


Role 3, pari ШШ. 
‘Chapter 1. page S 

‘of the Practice und 

Procedure Manum, + 
1958: 


Chapter 1, rection 
TY, page 13 of the 

т nnd Re 
turn Nanon), 1932. 


Board's Carre Or- 
dar no. 11 of Marche 
fate nnd Chapter l; 
seston paas S$ 

the Неле an 
Raa T Manual, 
is 


«шысы 
чет and Retar 
гы 


LI Er iM шл 
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Number ¥ 
Pr нез of Register. Period of 
cor | Ba one 
1 CN 3 | 4 5 
MISCELLANEOUS | 
BRANCH eona, 
E 1 | Registar of spplications foe | 6yoars <, дознаа ө 
nt of permit for removal | ^ то. 913, dated Ih 
Laser dre Жыш. 
E 
за в | Rogitorstresiptaonsecomat |12 m -fi Dis: 
ol ste gad ure 
RE 
з з | Ropiterottamamforgredng |3 „ | тше. 
«| 10] Regier ot papers те ваъда) ‘Dito, А 
SET ined te the Fores | rope hon i 
E ME 
peus 
nm 
destroyed. | 
a} аја ا‎ e's, 
[v 
rearing tasar. v 
FEET er ee Ditto... 
roodo rti 
эз A8 | Locks und: Rule 203 of tho Bihar 
x Board's Miscellune- 
Era 
ac)” aan) sepes | es Ditto, 
ВЕРЕ as e чш E 
| жы» over to the Nasse Ке 45, page 116 of the 1 
|2 БЫР | 
| Мало, 1054. 
al ET Ditto, 
orci ол p 
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Naber | 
Serial) "ог Nome of Register. 
по, | Register, 
a ce 0) 73 ШЕ} De 
MISCELLANEOUS 
| BRANCH- emed. 
ат 71 | Receipt and ise of printed | 3 sare. | Section TV, Chapter. 
| forma. gi E T. page 99 of che 
and Ro- 
tam Manual, 1082. 
| as Б Stationery Stock Nook DLE -. | Rule 124, ter 
| | NI of o Be 
| Board's Micollan 
| ona Rules, 1058, 
w 4 иеше of | 12 a ss 
Wem | 
| Procedure Manual, 
| 1058. 
| | 
05 | Treasury remittance book, 
М | 
i | 
' E 96 | Stock and Store Register .. 
= 
| 
| 
| n E fow di iu Rulo 83, 19 of 
rj sginter оГ атр foot due to | 12 years. 3 ч 
ا‎ Ц tho Practice and 
Ё Procedure Mana, 
| 3 
^ valuables lódged | Permanent. Mule 200 of the 
| etie eset for ete eo Bihar опаа Mic 
| | зау, Б cellaneous Rules, 
| Toss. 
| : 
E а necount Гава mapa | 12 years .. | Rule 334e) of the 
oe EM Tar Honey Mis 
| ; cellancous Rules, 
B 
" E: өз — DiMeoeHagemap 2. | 1 ys | Ditto: 
| 
36 | +. | Register of domicile certiüca. Permanent. | Rule 14, part 11, 
| Ins "Bot ha 


| үө Кы жуп 
| Ee er 
l | wc 


1M 


тик MHAR RECON 


DS MANTAL: 
[APPENDIX E. 


| sazanar erase. 


i8 | Register of papers eeived 
Vr v ar roce for ите 

Vie) Tar wich no. Ol E 

ogee is pewseribed. 


зо | Pons 


Tree О. d 


43A | тое жее» for. r'alisation of 
money. 
| Y 


“ | Ovoupation of pone «< 


Coah book with its subsidiary 
тешле 


Cheque төсем and thair 


conntarfoil. 

JA | Post card warning issued 
Form E—H gist of chaqu 
| Booksisud by nazir to 


prone. Капизов, ete. 


RECORDS BRANCH. 
41 | Shelf segitor of records 


ed with any estate. 


Rvords ofenw no: conneet- | Ditto 


6 yours. | Chaptor, sotion 1. 
ATE of th Regie 

ee ыд има 

EOM 


3 Rule 11, ш, 
kis Chapter IT of ths 

тво ісо aud Pro- 
Sem Метин, 


| 
| 
i 


*£. qo Pie 


эу. .2|Ree зз of the 

Bihar Boards Mit- 
ollanvous Roles, 
doas. 


LO Board's Circular 
| Order no. 1 of July, 
| 1908, 


|e sj Chapter 1, section 
| | IV, page 00 of the 
| Register and Re- 
| 


tum Manual, 1032, 


Rul: 33, part DI, 
Chapter IT or ihe 
Practice and Pro- 
cedure Manual, 
[n 


Permanent .. | Mule 143 of Recorde 
Manoah.  _ 


| нше tas of cord = 
Mannat 


APPENDIX Е] 


Number 
вена "ot Nome of Register, Period of 
по. | Rogister tiation. 
E = = H 18 
| RECORDS впАхен «wi. 
| 
s| — am | Receipt and disposal of records} 2 seas .. | Rule 145 of Recor 
| by conl keeper. Manual, 
4| aie | Rogintor of receipt and dis | Permanent... | Rol 180 of cords 


un 


lot rre» ronds 
BER loce: 


Record sant eut from record 


Genetal engistor of survey 


records. 


$ Manual, 


Hato LO of Records 
Mannal: 


s 
ent | Kis ne 


йод сг огде registers tobe | Ditto ~. | Rule He оС ооз 


‘permanent 


| Manual. 
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Period of Authority 
" retention, | prescribing. 
К | 
3 ! = жн s 
| RECORDS BRANCH —omd, " 
8 57A | Register of th чаман which | Should be) Kal Пе of Records 
ar? B elas} detoyed | Ma ом. 
tobe ps peto oce 
registorsonter: 
| | od therein are 
| destroyed. 
| | | 
» 00 | Rogister of lotter received .. | Permanent | Rule $ of Records 
Manual 
| 10 61 | Register of letters iswed Ditto, 
n | Ide Register of Engl oor: Ditto. 
| E 
n 37 | Books, reports turns, ote., Rule 251 of Records 
resolved n the library Manual. 
m reports, riturn, ete, Kolo 261 of Rocorde 
pee tho library. Manual. 
f 
Catalogue of booka Rule 247 of Records. 
M ج‎ Manaal. 
: | | 
n 108 | Register of application for in- | 2 «| Rule 276 of Records M 
| formation. Manual, 
170 | Rogister of application for |2 4 а Ditto. 
» аео 


— = асс А 
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RECORDS BRANCH 


—coneld, 
105A | Register of rocoipia of | 12 youre .. | Rulo 380 of duco 
‘opyints and ty piste. Manual. 

SALT BRANCH, 
5 jiter ofsalt prosocutions |12... | Rule 18; Ран Y, 
ps ? рам 30 of hn sate 

janua], 1908 

STAMP BRANCH. 
47 | Ragistor of utampa oases.. | 18 4, i. | Board's resolution. of 
(is эш the 20th Mareh 1888" 


Board's Circular Order 
no. 17 of September, 
1888, 


| Board's Citeolar Og 
ло. 25 of. October, 
sir. 

38 | Daily register of ише |, .. | Boar's Circular Order 

| төйи in” Haus no. 7 of September, 
| Corts, 1895, 

59 | Regier of applications |3 „ .. | Rale 98, ран П. 
for refund of фе value pere T "of the 
or renewal of stampa: ihr Stamp Manue, 

1885. 

72 | ойне of stamp voado’ | 12 | Board's Circular Order 

[oo no. 1 of duly, 1806, 

ater of impressed non. 12 0. male 13, section П 
dial stampa kept by part Th page 223 
dapi ant ырыу S the Bihar Stamp 
Ач Manual, 1998, 

80 | Rogier of valuation of | 19 Boars Circular Order 
property, ПЫ nape oF | mo Sot Aaa inr 
E ication 0 

| ша mae for rots E Tr Acl I oF 
Ey dA і | Bihar Stamp 


tion. | | Жылы. 


iva. =. 7777-7 = 


198 


TI BIHAR RECORDS MANVAL- 


[APPENDIX К. 


о 


шы | шш 
| ШШЕ 
жотелсе. 
rt L—-Generel (non- т 10673-B., dated the. 
кы Жыш E 
мышы 
Б; 
[3 Em 
Controller of Sta- 
| pr 
[enata m 
Survey | тана у Pave Boole B 4 s. | Rulo 99, Biba 
i. rohs d 
Mergent ment Manual, 1960 
Manual, | | эй rules 749 and 
a A С с ыг 
| ile or band көримен, ‘Settlement Manual, 
ERE E 
ox | eer ысын aaa eto a 
| 
Do. | Inspectors" boundary mark | Till the end | Do. 322 do, 
| ment, 
ИИ aeons E 
wem tees mem 
E сы 
ро, 59 | Thana register of trijunc-| Ditto | Do. 331andT14 do, 
aR | 
eine mE. 


| Daffadars" rine of tri- | 
junction special | 
| Boa 


9 ва. of Rev —4 


| a 


16 


rj 


40 


SURVEY AND SETTLE- 
MENT BRANCH contd, 


Compilation registers of 
court and procesa fees. 
 Accountant-General 


Ver of receipt nnd charges. 
for minor operations, 


Rogistor of applicati 


tho execution of decree, 


‘Attestation Rogister ТҮ,— 
Salo of occupancy rights. 


Attestation Regintor Y.— 
Mortgage of occupancy. 


Attontation Register VL 
Transfer of proprietary 


Attestation Register VIL 
Objection to the draft 
records. 


Sf proceeding 
ilar setioa 106, Bengal 


Account. Register T.—Con- 
tingent charges. 


Miscellaneous receipts and 


Anus Rogister A 
iocellassouh payment. 


Account Register Ш. 
Fees on copies of forms. 


Do. nè de 


Do. 47 do, 


Rules $29 and 397, 


Tochnical Rules, 1924, 
Do. 822and 307 do, 
Do, 322 and 357 do, 
Do. 354, 355 and 
207, "Technical Rules, 
1927. 


Do.3083) do: 


Do. X2 — de 


SURVEY AND SETTLE- 


MENT BRANCH conid, 
428) Technical) Account Rogister 1V—| бума ,, | Rule $75, ‘Techn ical 
Rules, Pay and travelling allow- Sis Bulon, 1927, 
Рот ST, aneo of gazetted dier, 
a| Do. ss | Account Register ув | ре зз de 


Pay and travelling al. 
Jowane of ministerial 
ollicors and menials. 


G| Do. 69" Account Register VL—|1* „ | Do, 370, 385 dow 
a -- 
sem mam „ s meom ш 
sucum qu 
PESE. 

27| Do. 01| Account Rogister VIL—| 6 „  ..| Do. 380 do. | 
ш 

28| Do. 62 Account Register VIIL— | 0 ,, .. | Do. 370 do. 
алаг 
E DECR 
ed 

29| Do. 64 | Account Register X—|12 „  ..| Do ws do, 
[E LAE 

ao э [ш ie m c [ш и ш 
сс 

si| oe. on agm mage xalis a [шю ш 
nh Sd 

СОСТУГ [шш 

| т пишите [и 2 | ш 


M| Do. 32| Contingent bill mpisterfor| @ „ ..| Do. sor 
vontenet payment. 


35| Do. 73| Account Rogister  C— | Till next re. | ‘Do, 418 und? do, 


Worm, C | I ш m 
o 

| te enn зага а BEER o ag UR 
E P : 7 
Е LIE T. 


Court and. process fees 
| "ена in stamps. 


П 
————————————— 
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Sumber | | 
Serial) or Namo of Rogister, Period of Authority. 
no, | Register, retention. proscribing- 
1 3 3 D 0 E 
SURVEY AND SETTLE- 5 
MENT BRANCH шам, 
эв | тебеш | Acquittance roll |а ++ | utes 107 and зво, 
Males | р Technical Rules, 12T- 
Form 76) Й 
зә| Do. 85 | Camp metr of Пава JE u | Do: 197 and 38740, 
undor aw, 
40] Do. ат | lhasapus meter A, |12 n | Do. 40, 182, 107, 
Айни? carmini Тов and d do; 
ai] Do. ss | Khanapuri register u | 12 yy < | Des ges лот, 108 
Amins атш nd 316 do, 
Anpa Stterton. 
ı2 | Do, 107 | Register tY.— Ph book ., Do, o sn 
jo. 
эз | Do. 108 | Mtogistor V. Estimator Do. р do. 
SOM riot account- 
4 | Do. 100 | Rogistor Vl—Hegiter ar | Ditto .. | Do, ТИГУ 
“oat vilagon, 
Ragistor V.—Accounta .. | 12 yours Do, 531, эм do, 
Ноо тимес 1X—Cal |12 n | Do, zos, 010, 611 
‘ulated safai remuneration "od шә do, 
(апаман), 
47 | Do 145 | Contmict pay gister .. | 0 n. | Do. nza, oso, sar 
"mdssi do, 
as | Do. 140 | Contract bill register. | Gy .. Do, 080—585 do, 
an| Do, 152 | agitere .. .. | Til next re. | Do. 570, бш do. 
‘vision settle: 
pe 
Farn corsiso (saran). 
во | Do, 130 | Safai register IV.—Salnî | 12 yea .. | Do, 599, 010; 611, 
"hünenme mper of | "s, ois 
kontret pays 
а | Do. 157 | safai register IVA Û13 „ ~. | Do. 009, өп, 013 


Muharrirwar register of 
‘contract pe 


‘and 618 do. 
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Number ! 

Serial] “of | Namo of Register Period ог Authority 

ino. | Register. retention. prescribing. 

1 D 3 П D 


SURVEY AND SETTLE- 
MENT BRANCH—contd. 


Fam commo (sues) 
солем. 


62 | Technical | Safai register V.—Bill | 12 yours .. | Rulen 009, 013, 614. 
Rules, | rogiator. 610, O18," "ochni 
Form 159, Rulen, 1927. 


Gil | Do, 100 | Safai register VA.—Supple- | 12 u ~- | Do, 000, 019,018 do. 
mentary bill register. 


Do. 101 | Safai register VI—Pay-} 12 mo «| Do. 600, 013, 018 do; 
ments withhold. 


36 | Do. 172 | Safai register XVI. — 
Difference between khowat 
and rogister D. 


Do. 000, UIS do. 


Сомғлнівтом (NOAUSA AxD 
BALA). 


50| Do. 174 | Mosina bülregitor .. | 12 years...) Do: 637, баў do. 


от | Do, 184 | Moaina «fai supplomon: |12 „ ~. По, 6M, 639, do, 
tary bill rogiator. 


Courozariox or Cosm. 


бв | Do. 218 | Supervisors’ regintor of 12 4 «| Do ma dow 
estimated demand onu 


compiled aa. 


00 | Do. 229 | Register VL—Raiaücom.| 12 n ~. | Des 728 do, 
putors’ contract pay. 


00 | Do. 230 | Rogister VIL—Bi mun|12 а. | Do 728 de: 
sarim registor of contract 

pay. 

iecoveny or соята, piw- 

TRIBUTION OF COPIES AXP 

ERTIMICAYE PhoCkDUNE. 


o1 | Do. 235 1 n | Do 77 MG de. 

вт | Do. 236 | Recovery register П |10 | Do. TU, 745 do. 
“Abstract ова book. 

өз | Do, 244 | Recovery register IX— | 12 „ «| Do, TL de 
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seil "ы | Mame of Register p 
‘ano fod ot 
по. | Rogister, retention. 
1| 74 з П 5 
SURVEY AND SETTLE- 
MENT BRANCH emi. 
droovexy or costs, pis- 
таноо OY COPIES ахо 
©катїсэтк гвоскоркк— 
[4 
64 | 'Tochinicut | Recovery mister XIL— | 12 ears. | Rules 771, 302, Tech 
Rules, ‘Certificate — roquisition. T ‘nical Rules, 1027. 
Form ив) regiaer. 
65 | ро. 247 | Recovery rogistor XIIL— | 12 „m .. | De 771, 704 do, 
Cortina register. 
66 | ро, 268 | Recovery registor XIV.— + | Do, тт, 708 в. 
Salo горы. 
от | Do: 219 | Recovery register XV—| 12 n Do, TH, 108 dou 
"Glsims to money beld in \ 
os| ро. 252 да 0| Do, 771,745,758 do. 
60 | ро. 254 | Rocovery register XX—|12 u ..| Do. 771, 707 do. 
"Thanawar ж of 
mesipta. 
Cane wone—srrerar к. | 
‘eres AT iEAREEARTIS, 
то | Do. 271 | Rogister T—Hend office | Permanent. Do. 800 do. 
апасы register of cases 
finder sections 105 end 
106, BT. Act. 
ті | Do. sîs | Resistor П. баан ander | Dito «=| Do. 800 do. 
tection 108, Б, T. Aet. 
ла | Do. їз | HegstorFIL. Cases under | 12 years...) Do. 800 do. 
Seton 108A, Б.Т. Act. 
лз | Do: 274 | Rogister 1V-—Hiead office | Permanent.. | Do, 30 do. 
eneral rogister oF casee 
йет section 40. 
Tecos коом. 
та | Do. 288 | Record room register T... | Till the Do. 838, 800 до, 
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Number f 
Serial | P Namo of Register, Perio of Authority 
то. | Teginter. siiention. prescribing. 
Dui: 3 AE 3 
SURVEY AND SETTLE- 
MENT BRANCH cont. 
Rucono xoow—eoncid. 
| 25 | Төсне! | Record room register 11 =. | rin tho | Ruto кая, 800, ‘eke 
n ЕЧ етет | an! Kulon 1027- 
Form 239 vetement. 
wl oso vue ош <| pmo ..| De вм sw do. 
mj poof pmo зу „| Dee [р so 4 
л | рез] рио M 
\ тэ | Do. ti Di | De se do: 
80 | Do, 299 Dito ..| De so do 
‘| Боскае, 
51 | Do. 290 | Records room rei 18 am | Bo. s0 de 
sa| Dosw) Dito x.—Prop| TH e | Dos sw do: 
ration of Colletormte | next revision 
Solum. Унет 
81] ро, sos) Revord rvom теме Xe! Pormenot.| Do, 98) о, 
Chrono miter | | 
| Сола Soro. i 
в! | Do. 305 | Copyist bilt register .. | 12 year. | Deo son de. 
as 1 | Estatos undar settlement | Pormanent.» | Chapter T, notion IV. 


paga 10 of ihe Ros 
| sister ond Return 


| йит, 1082, 
s Recipients of | mulikana | Ditto <, | Rule 228 of the Dibar 
duo to propriotors daring | Ronela Miseollancous 
the шту. of a atte Walon, 1858. 
font ca ont of 
Such malikane 70 
| 
эт бв | Rovipionts of poemanent | Ditto .. | Rule 340 of the Bihar 
| alikana. Traed'e Miscellaneous 
1 | Tes, 1055. 
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.س‎ 
Name of Register. ри of Authority 
rotention. queseribing. 
Y 3 П 5 
SURVEY AND SETTLE- 
MENT. BRANCH солай. 
Corrine Skotos —eondld, 
EI от | Particulars of nowly-formed | Permanent .. | Rule 009 of the 
aule, Bihar Survey and 
Sottlumont Mannal, 
1900. 
з®| вад Ledger of disbursement. to | During Бе | Board's Circular no: 
fo e һу Seulement | сштшюу of | Sof Ootaber, 1000. 
Department етеш. 
плод BRANCH, 
1 ПСИ ТТИ 
= Chapter TE of thd 
ЕД "aur Manual. 
Tol. 
2 эв Hodomptions of petty estates | Вицо. | Rulo 6G), soation TT 
j a Chapter IT of the 
Tess Man 
m. 
D 30 | New ontater „| Dee | шш 
4 4o | Attorntionsofemomment ., | Ditto .. | Rule oti), seston 11, 
"Chapter TI of the 
Tauti Manun) ; also 
Tile M, Chapter IV, 
Governibont Estates 
Manual, 1965: 
ә P | Tausitedgoe ~- .. |12 ути. | Rules һава 18; же. 
у 2 tion XV, Chapter TT 
oC the Tews 
Manual, 1022. 
5 © | Lana Royenuezonhwara .. | 12 na | Rie section ХУП, 
pier IL of tha 
Tauri Manual, 
1051. 


rossi Xeyr halan тайме | 18 oe 
| 


| 


Rulo Af). section 
XVI, Chopler П of 
the Toast Manual, 
1391- 
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uum 
Serial! ^ of. Nome of Register. Period of Authority 
тө. | Regio: Tien. ° рушд 
3 B ‹ т 
TAUZE DRANCH- оми. 
s| e | Thal Mohair! rogistor ТЕТЕ 
alae m SY, Rapier tt 
a the P Tauni 
Sonn, 1o1: 
v Ре Land Rovenue arrear lin ~. «+ | Rale®, noction XIX, 
hapise 14 of the 
Te Mansa 
Tii. 
10| <. | Dotautt recordas; | Twelve. yearn Бооз, nootin XIX, 
rom iho dato | Chapter IL of tis 
Sieg: | Taui Manual 
Toole 
па [шышт | Formanent .. | Halo 7, меат, 
ре, Hof ths 
Tesi мшш! 
Tor. 
18 E Kistwar abstract of tauzi roll | 12 уваги .. Rolo 5, nection ЇЇ, 
Appendix Oh Симәк" of (d 
Tesi мею 
Ts 
TENANCY ACTS BRANCH. 
(0) For чы in ашнен wher 
the lr voy de a 
1 17 | Ragistor of notions of ea. | 2 e ss | биш 68 of tho 
pbi Bier! 9 таару 
Aet 
2] 18 | Rogister offmoticee оре. | 2 < | Rulo 37, Chapter V 
preset of the Government 
ale water inet 
emane Art. 
2 Applications: for. covmmata- | Permanent .. | Boar's Circular 
Vi of rent payable im kind От cf Jan- 
Under тюше dU of Ше ту, 188%. 
NEXT Aet. 
1 
«| 221 appticntions for registration | юаш ..| Dino. 
Tv | a innproveneaie aer ace 


tion SO of tha Bihar Tenaney 
Aet. 
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APPENDIX E.] 
Cu eet Verio’ of thori 
Nasa of нене. ^ 
EE gps кач mien | о prescribing: 
i| 7 3 amm ee oe 


10 


am 


їх | 


TENANCY ACTS BRANCH 


(e) Por use in districts where 
‘the Bikar Tenancy Act $a im 
foree—contd 


Aplications for determina- 
tion of "e private 
dand and orders hereon, 
undor "асов 118 of the 
Bihar Tenaney Aet. 


Notices of annulment of en- 
embrace "under section 
JT of the Bihor Tonaney 


Application for exoentíon of 
Чеге for costs in cam 
undor sections 105 nnd 106 
OF tho Bihar Tenancy Act, 


Notes of transfert of tenure 
‘or raiyati holdings at 

Fate under sectione 12, 13, 
15 and 15(0) of tke Bihar 
Tonaney Act. 


 Appraisement or division of 
crops, sections 60 and 70 of 
Bihar Tenaney Act. 


Dino 


Ditto 


Ditto 


Ditto 


Permanent <. | Board's Cirealor Or- 


slot no, 2 of Janus 
му, d 


5 Ditto. 


х Dio, 


.. | Rulo шг of the 

Dibar Survey and 
Settlement Manual, 
1909. 


12 years after | Rule 24, Chapter V 
ME da of | of tho! Bibar To- 
helat cay | many Act 


s+ | Board'e Cirenlar Or- 
der no. 2 of Janu- 
ary, 1887. 


[APPENDIX E. 
‚ | Numbor 
eriat rof | Name of Register. Period of | Authority 
o: | iier. | | mention. presenting. 
Dacis П 1 B 
TENANCY ACTS BRANCH 
cd. 
(а) Por use in districts where 
‘the Bhar Tenancy Aet ia n 
derer eed, 
| э |. | Apptiations to record. evi- | cod not bo 
¥ | “Rinewotimprovements моцы] kept. more 
etin ST). amd applic | than 12 years 
| ‘ations te decide quien | fer the dnte! 
SE. tho right ta make ОГ tho. lage 
| {improveinents undar secs | entry jm Й 
| tions 280) эша 280) of tho | (provided 
Bibar Tenancy Act. thoro ein 
tomo other 3 
Forma, n pere 
manent, re- 
kord of the 
final “resale 
SE the pro- 
Seeing ak- 
fn upon the 
Seca, ог 
зто 
| in question), 
if 330 s ) 
| | Ê | Notices of landlord's inten: | To Ue des. | Ditto. 
Үг doned | toyed ПТ 
undor metion SS) | Years after 
ihar Tenancy Ar. | iuo date of 
1 тй entry. 
їз| 1 | Register of applications under | Dito .. | Rutessi—100, Chap- 
mation 103 of the Bihar tor VI ofthe Bihar. 
Tenancy Art. ‘Tenancy Act Teles, 
ма | Price tist register a| Ditto <. | Section oae. Dar 
"emnes Act. 
15| an | Rogiserotmotieee of Deposit | Symm s. | Seaton OH orAct VEIT 
(5) For uve in districts where 
the Chota, Nogpur Tenancy 
“het ir in foree. 
1! 10 | Rogister of notioesof Deposit | 3 .. 1 | Hesse order no. 
| || CIR c dated e 
17| в | Register of Suita т || Ms December 
| ТИТ cmd no. 
18| o | Register of Decrees sms 109 18:3, dated tho 
dh September 1917 
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Number | 
Soriat| or | Name cf Register, vod of Authority 
"n. | Register. retention. prescribing. 
1 E з «cm 5 
WARDS BRANCH 
Board's Ой. 
1 1 | Landed property owned by | Soong astho | Rulo 302 of ho 
асар, ila oe wt | eas come | Die Wards Mane 
managers amd non-gasstted | commod ` ro- | ual, 1041. 
"officers on a romuneration of | main in or- 
роко Ra. 200 per measem, | vice, 
Commissioner Ofer 
в. | Landed property owned by | So long ns the Ditto. 
managers, ‚шаша or sub. | ollicore con 
managers and nonanseted| corned тө 
| омот on а romuneration of | main in woe. 
above Ra. 100 nd not above | vico. 
‘Ra, 200 por mensem. 
Collector's Office. 
a| м | Estates managed by tho Reve Ditto, 
to anthoritics undor Acta 
TV of 1012. XL of 1855, 1X of 
1879, oe УШ or 1890. 
al و‎ | Attached estates Haee Dino, 
| ФА | Ledger of attahood estates, | 12 yoars ~. Ditto. 
ne. 35A- 
% 
o| о-у неона .. | Permanent :. Ditto, 
7 2 Ditto. 
D = Ditto. 
9 e Ditto. 


10 


Ditto. 
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Sei Эр" | Name of Rogister. Period Auth 
in| a Namo of Register. rod of rity 
no, 1| Register, retention. prescribing. 
DEC 3 Daê 5 
WARDS BRANCH, 
— contd. 
Collector's Offeeconeld. 
n| в | stivotianwous casey no.s». Hayes s Rule 302 of the 
\ Bihar Wands Man 
[ou 
12 9 | Attendance and occupation of} 2 „ -= Ditto, 
Са 
E 
13 — | Геву по, 48 .. «+ | 5 years after Ditto, 
10 = С 
боа. 
мра | Government ssourities, Stooks,| Ditto s+ | рше. 
Bank sharon oto 
15 12 72 other valuable | Permanent .. Ditto. 
оштон, jewellery, wie, | 
Sept iu the vasis: 
10 13 | Lotter despatch book show. | 2years .. Ditto. 
"ng consumption of postage 
stamps. 
17 14 | Landed property owned by Ditto, 
manager, жми. oF sub. 
anager and поправа 
отон аа а romneention of 
fot above Ha. 100 por mon- 
Som, по. 45A. 
Manager's Offen. 
E 
18| | toxorresived0.00 s. Permanent | Dia 
Ш | 
ло шмше | Dito s. | Dita 
> | 
| | 
wA | | 
m| TL | standing ondor book, no. 38A | 12 youre Ditto. 
5 | 
a 
au) ese 
D 
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f 
WARDS BRANCH cond. 
Manager's Office—conta. 


All other paper weise in 
he омо, excepi ulin 


Miscellaneous sasas, no. 8. 


Attendance and occupation 


"Title-desda, othor valuable 


opti the wau 


Lotter despatch book showing} 
Tho consumption of postage 


Securitios furnished by off 
сег» in tho employ of 


Records, no; 41 


Index of correspondence, по. 
r3 


ing money 
roceied direct into treasus 
‘and cheques issued against 
the troosury balance. 
Cusb-book showing all money 
(except receipts and dis- 
Iharsement= of the porma- 
nent advance received im 
And disbursed from the | 
manager's ofice). 


Rulo 302 of the Bihar 
Wards Manual, 1041. 


Ditto, 


Ditto, 


Ditto, 


Ditto. 


Ditto, 


Ditto, 


Ditto. 


[APPENDIX E. 
seria | "ы | Name of Raps | Period of | Ашу 
то. | Rogister, | "| retention. 
| * 
Y * з 1 4 5 
WARDS BRANCH— contd. 
Manoger'a Offer—eontd 
sa| I7 | Ledge of ront recovernble | Permanent - | Ral 302 of ө Binar 
[rre Кашу 
| ıa rege of ucts eto the | Dito <. Dita. 
po 
РЕКЕТТИ Ditto, 
cota pyle by deua] 
ат | so | Ledger ot dobis payable by | Ditto Dino. 
regis 
a id Suite original. peats and Dit Dit 
„| | Suisorigialoropgelsand| Dito .. ito. 
31 | ба against tha enata. 
с 
» Dessen а favour ofthe o |: Dio. += Ditto, 
as | Pina ты ond озш: 
inp 
| 224| rtogiter orciit Suit deere] Ошо. тш. 
радон М саш 
al. ова | Frege | Dia itt, 
sony al eva 
et ie proportion 
Velonging io the citate. 
а on | Moyse propos | Dio s. Ditto. 
43 n Catalogue of books, gazettes, Dit Di 
MES jito. 
25 | aa Ema ira: 
^ 
"m pera HI с, Diva: 
ry 
«| omm sedens .. ss | 12 years ator Dito, 
pude 
= 
ee ne Ditto. 
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Genial | "P | Name oC нара. Period of | Author 
il | Name ы or 
mo. | подне, а 
| 
ges 3 7 ъ 
WARDS BRANCH-— не. 
Manager’ Оде оода. 
an| #4 | Registar of works of Improve Pormanent - | Rule 302 of uio Bibar 
poe Warde Manual, Т. 
E 29 | Adjotmen rester of | Ditto =. Ditto. 
anen. 
a 30 | Lodger of doposita ..| Dito ~- Ditto. 
w 91 | Monthly амын of out] Dino -~ p 
| Зай, deponit, 
a 41 | Ledger of permanent] 12 yars . Ditto, 
ista la панар | 
m эз | Register of interest on Qo- | Permanent .. Ditto 
Төн pers 
s DL DILE Ditto, 
Чо paras of rays | 
| Машат by Warda, ee. | 
эдек at tales in фам. | 
Tion ot eerte [or amare 
SP and t recie 
s 35 | Lacigor of cost of Civil вайа, |- Ditto .- Ditto, 
а ам ы эы | 
огош proceedings 
WASTE LANDS BRANCH. 
1 10 Applications for ates. of | 2 years after | Rule 1, Note, Chapter 
E Sr | 1, Part We” pagi к 
Grali cases. | oF tho Diar Wasto 
Lands and. Minoral 
аса Мала, 
К 
2 40 | Rogister of applications for | Tobe desteoy-| Roles 29 and as cm 
шы" er ien at aces 
of the last | Bihar Waste Lands 
cause жой Мими! Conce 
ons. ааш 1047, 


EE 
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Classification, preservation and destruction of treasury records, 


[Fide тше 121.] 


Description of rocorde. | Period of Authority, 
3 retontion, |  pmweHhing. 
1 D П П 


m 


m 


15 


тв 


т 


E 


al 


Office copy of cash account | 33 years 
and list of payment. 

Troasory Momorandn show- | 18 „ 
ing salo of stampa. 

Odioncopy of Troasurycanli | 8 „ 
Balanoe, 


small si copper coins) 
би probable requirements. 


Ofice copy ofourmoay notes | 12 yonma ~ 


issued and received during 

the quarter. 
Ойдо copy of statement of | 3 „ 
shrot marked, light wright 
vd othoe defective silver. 


Office copy of statoment | 3 
showing receipt and Ie 
'ofsovercigns and half nave] 
reigns. 


Otice copy or Qunrtery | 5. 
ater showing iver eo 


Of being reduced in 
ight. 


Оте copy of plus and minus 
memo. of stamps, opiums, 
Jiicecopyofplusand minus | 12 

Officecopy of plusand minus 
memo. of" Lom and 
Advances. 


Oficecopy of plusand mina] 86 „ 
‘momo. of Local Fonds. 


Отсееору of Reseipta and 
manis of Muni 
Fonds. 5 


Office vopy of Extract Rogi- | 14 „ 
ster of Receipts and pay- 
ments of personal deposits. 

Officecopy of plas and minus 12 s 
memo. of deposita- 


An. 270, С. A, С. 
An 287, GA. б. 


Form no. 4, Кошо 
Manual, 
Ап. 87 (a), Беште 
Manual. 


Art 112, Rewureo 
Manual. 


Art. 8, Resoutoo 
Manual. 


Art 8. Нокто 
Mani 


Af Bh Нац 
Manual, ч 


Art, вс. л. б. 


ш. 288, С. д, с. 


Ач. э, С. A: С. 


Art. 020,62 А. С. 
Ан. $85 С. A. С, 


Ditto. 


1 { so | Ташу Onions? memo. of 
‘hjootions. 

16 аа | Oco copy ot ident faz cur. 
оптику notes. 

п 3s | Ой copy of intent. for 
mall alver and copper 
[m 

as эв | Omoscopy: for sup: 
ply Bill and transfor Kece. 
Ip Form. 

„ 80 | Ofte copy of Annual Retura) 
of Civil, Maron, et, Pon 
sione. 

E] ж | Oth copy or Lit of Ten 

n м Oe ony ot instanton of 
‘change of treasury 

ES 92 | олкееору ot requisition for 
orro tion of водот 

aa! | Notice of teneat require. 
mont 

m .. | credit ondora and amiga- 
pe 

2. | Accountant-Censeal's obje 
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[Vide rule 225.) 


Questions for the Inspections of Observations by Inspecting 
Records. Overs. й 
[References are to the Records Manual, 
1960, when no other Manual is spe- 
vified.] 
—— OFFICE. 


RECORDS. 


(A)—English — Records—Current 
Correspondence, 


NB—In regard to question marked thun") 
the тойу shouid be given after Weng a few 
instancon. 


1. In the last three years, how often 
hns tho Deputy Collector in charge been 
changed f (Noté 2, Preamble.) 

1A, In the last three years, how often 
have (he head ministerial officer and the 
reference clerk been changed f (Note 2, 
Preamble). 

1B. What is the name of the Deputy. 
Collector in charge, and how long has he ` 
been in charge? (Note 2, Preamble.) 

10. What ars the names of the head 
ininisterial officer and the reference clerk, 
and how long has each held his appoint- 
ment! (Note 2, Preamble.) 

ID. Does the ministerial head of each 
department keep a note-book alphabeti- 

у in which are noted references to 
important orders and precedents relating. 
to his department ? (Rule 117, Chapter VI 
of the Bihar Board's Miso. Rules, 1928.) 

1E. Is a list hung up showing the 
registers kept in the department, and isit 
signed by the Deputy Collector in chargo 
and kept up to date? (Rule 118). 


2. Are all covers received and opened 
by the Collector! If not, to whom is 
the duty entrusted? (Rule 13.) 


"з, Does the head assistant affix docket 
stamps on each letter and then fill in the 
spaces provided for the department and 
class of papers to which the document 
belongs and note in pencil for the guid- 
anco of the diarist the collection under 
which it falls? (Role 13.) 


4. Aro all letters recoived and issued 
entered in the registers, the subject being 
given clearly but concisely ? (Rule 33.) 


5. Is every letter, whether received 
or isimed, serially numbered and entered 
in tho fly-leaf as soon as it is received or 
issued ? (Rules 17, 32 and 61.) 


6. Are rogisters 60, 6l-and 62 kept up 
to date? (Rule 8.) 


7. Are new registers opened every year t 
(Rule 8.) 


S, 15 attention paid to rules 7 to 
12, preseribing the mode of keeping the 
lndex Register no. 62 and Registers 60 
and 612 


9. Docs each department not included 
in tho amalgamated English office keep 
its own sot of registers of letters received 
and issued, and index register ? (Rule 9,) 


*10. Is the retention of a file at the 
expiration of a year noted in the index 
register for that year? (Rule 69.) 

*11. Is the collection system thorough- 
ly understood? (Rule 5) ^ 


ro the files within each collection 
ly in the shelves of the current 
records Р (Rule S1.) 
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*13. Are office notes or “keep-withs" 
kept in the file to which they belong and 
sewn tothe letters to which they belong 1 
(Rule 4.) 


14. Is care taken not to mix up two 
or more different subjects in a single 
fle! (Rule 5). 

| 15. Are new files intelligently opened ? 

|| (Rules 16 and 23.) > 

| 16. Are the files examined in regard 

|| to classification and arrangement in serial 

j order and Hy-leaves prior to their transfer. 
to the record-room of old correspondence? 
(Rule 67.) 

17. Are C` papers sorted and dos- 

treyed before sending them to the record- 
room + (Rule 73.) 


^18. Are rules 58 to 76 regarding the 
arrangement of files and collections of 
current correspondence strictly attended 
to by the head assistant and. the reference 
clerk t 

19. Are removal slips placed in the 
proper place when any paper or bound 
volume is removed and are they destroyed 
when received back f (Rules 64 & 05.) 


Are all letters to the address of 
one authority enclosed and despatphed in 
a single envelop + (Rule 213.) 


21. Are the Collector's diaries filed 
together in a form convenient for t 
reference ? (Rule 44 of the Bihar Board's 
Miscellaneous Rules, 1947.) 
Does the Collector correspond with 
his subordinates at headquarters by note 
and order and not by formal letters ? 
(Rule 192.) 
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^23. Are the papers within each file 

ordinarily all of foolscap size or folded in 

foolscap size! Are all the papers smaller 

than this size pasted on to a sheet of fool- 
жар! (Rule 1.) 


*24. Ares, sre copies of printed letters 
kept in accordance with rules 74 &75 ! 


24A. Aro the spare copies of more than 
three years old sent to the record-room f 
(Rule 74.) 

25. Are all blank reports and returns 
treated as C class papers! (Rule 100, 
class C.) 

26, Has the system of classification of 
A, B and С papers been carried out with 
regard to all the collections in the current. 
rocord-toom ? Ifnot, state the explanation 
when the work will be completed and who 
is responsible for the failure to keep the 
classification up to date? (Rule 89.) 

+27. When a year's collections are made 
over to the record-keeper, does the depart- 
mont concerned first make over to the clerk 
in charge of forms and stationery all the 
mill-boards not required for tying up the 
files in bundles by collections, and docs 
such clerk enter these mill-boards in his 
stock register? (Rule 78.) 

28. Is the date of drafting noted in 
ench fair copy of a letter under the place 
for th» Collector's signature f (Rule 23.) 

29. Are rules 77, 78 and 80 regarding 
the transfer of English correspondence to 
the record-kesper duly observed in the 
current record-room t 

30. Are any registers kept in almirahs f 
(Rule 200.) 


31 Are there any registers on the 
clerk’s table other than those in actual 
use? (Rule 201.) 
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32. Is а work-card kept up to date by 
each clerk or muharrir showing the parti- 
eulars regarding each register? (Rule 115 ^ 
of the Binar Board's Miscellaneous Rules, 
1958.) 


33. Are the registers and Manuals kept 
vertically with their backs duly labelled 
and arranged alphabetically, between two 
iron supports on clerks’ tables! (Rule 
300.) 


\ 34. Are returns punctually submitted f 

I Is the procedure referred to in rule 11, 

| Chapter П, section I, page 74 of the 

Register and Return Manual, 1932, follow- 

ed to increaso punctuality in the sub- 
mission of returns f 


#35. Examine the methods of checking 
pending letters and issuing reminders 
punetually, and state whether they are 
satisfactory. (Rules 18 and 38.) 


36, Does each responsible clerk properly 
cep tho forward diary or a remindor-oard 
cabinet in which to note the proper 
dates for putting up files ? (Rules 40 
and 46 (a).] 


36A. Does ho enter clearly but concise- 
ly the subject-matter on each kind of 
reminder? (Rule 39.) 


37. Is correspondence in arrears? If 
so, What action is necessary to work off 
the arrears t 


“38, Except for immediate reference, do 
the olerks keep disposed-of files on their 
tables? (Rule 66.) 


39. Is а list of returns and reporta due 
hung up before or near the head clerk, 
with a view to their punctual submission 
to the higher authorities ? 
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40. (1) Is each typewriter in the charge 
of a particular clerk and is an acknow- 
ledzment given for its. being in 
order as required by rule 121, pago $2 of 
the Bihar Board's Miscellaneous Rules, 
1958? (2) Aro tho instruetions for the 
caro of typewriters given in rule 122 on 
the same page followed by the clerks in 
charge of them ? 

(B)—English Recoris—Old Corres- * 
pondence. 

NL regard, to донори thue теш) 
E Bay hod be ien by tenting л few 
ante 

41, Whon js column 4 of the Index 
Rogister filed up? (Rule 00.5 


"42. Ts a noto kept on a label inside 
the front cover of Register no. 62 show- 
ing whero tho colleeions and fles referred 
to are stacked and the annual total of 
letters received and issued in euch de- 
partment ? (Rule 97.) 

*43. Are fly-leaves to all files preserved 


permanently! Do they show every 
Totter, whether A Bor C? (Rule 62.) 


*44. Do the reference clerks of the 


various departments concerned regularly, 


send in the; years collections to the 
reoord-keeper 1 (Rules 58 and 77.) 

#45, IE not, what departmental records 
are delayed? What is the explanation f 

45A. Does the record-keeper bring the 
delay to the notice of the Deputy Collec- 
tor! (Rule 77.) 

*46. Are the C papers destroyed by the 
department to which the fles belong 
before the files are made over to the 
record-keeper? If not, state the reason * 
(Rule 105.) 
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"47, Are Registers 60, 61 and 62 bound, 
the blank pages having been removed t 
Tf uot, when will this be done? (Rule 
10.) 

*45. Where these registers of a depart- 
ment for each year contain but few 
pages are such registers for several yaars 
bound together chronologically in one 
volume! 10 not, when yill this be done t 
(Rule 10.) N 

*49. Are the files in the collections 
arranged in numsrieal order! (Rule 8l.) 

*50. Where a file is missing in а соПес- 
tion, is there in its place a removal slip 
to show with whom the file is or to 
what year it is transferred 1 If not, who 
is responsible? (Rule 80) 

*51. Are the files of each collection tied. 
together in numerical order in . bundle 
and is there on the outer mill-board a. 
label pasted showing to what department 
and year tho collection belong, and tho 
number and nams of ths collection ? 
(Rules 82 to 84.) 


*52. When two or more collections are 
tied together in one bundle, are they 
arranged in numerical order, an1 is there- 
on the outer face of the bundle a mill- 
board on whieh is noted what collections. 
aro in the bundle and the year and 
department they bolong to! (Rules 82 
and 84.) 

453. Are the bundles of collections 
arranged in numerical order and vertical- 
ly on the shelves! (Rule 82.) 

*54. When a letter only is given out 
grom a file on a requisition, is а remo al 
slip kept in proper place f (Rule 61.) 

Ts the procedure Taid down in rules 
111 and 112 with regard to the preserva- 
tion of the Bihar Gazette followed ? 
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(C)—2urrent Vernacular Records. 


иң to. queniona marks ibus) 
ste roig Н he given by wating. © for 
pons 


56. Is a ministerial officer placed atthe 
howd of the department and held respon- 
le for all the papers of all the cases in 
his department f (Rule 124.) 


от. Does the Superintendent soe that 
papers duly received are daly made over 
to the departmental officers ? (Rule. 125.) 

58. Are rules'124 to 126 of the Manual 
duly attended to t 

59. Are all papers connected with each 
ease classified strictly in accordance with 
tho rales 105 to 173 of the Manual ! 

*)0. Is a combined title-page and fly- 
leat attached to each record and filled up 
according to the rules of the Manual t 
(Rule 127.) 

60-А. Are "miscellaneous eases”, as far 
as possible, arranged chronologically in 
monthly, quarterly or annual bundles (as 
may be most convenient locally)? (Rule 
9) 

60-8, Tf there bo an excessive multipli- 
cation of “oases” aud combined title-page 
and fly-lexres, what steps ean be taken to 
reduce work by arrangement of cases in 
monthly bundles, eto. аз above indicated t 
(Rule 171.) 

#1. 15 ал order-shoct attached to each 
rocord of land revenue cases ? (Rule 120). 


#52, Are the vernacular records not 
required for immediate reference transferred 
to the racord-keeper within seven days 
after the end of the month, in which, final 
orders have bssn passed! (Rule 125.) 
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62A. Ifthe limit of exact date is ехосей- 
ed, was sanction to the deviation ob- 
tained from the Collector! (Rules 125 
and 146.) 

62B. And is a list showing the dates on 
which records are due kept ax prescribed 
in rule 146? 


(D)—Old Vernacular Records, 


N. В.—То regard to questions thus marked (9) 
tho reply should be given by iting a 
ККА 


$3. On what principle are the records of 
each department arranged f Is that prin- 
ciple invariably observed 1 (Rule 131.) 

64. Aro the records of estates not borne 
on the revenue roll of the district arranged 
by estates in a different series from 
that of estates borne upon the district 
roll ? (Rule 134.) 

85. With the exceptions permitted by 
rule 135, are the records of lands belong- 
| ing to the district, but borne оп the reve- 

nue-roll of other districts, kept here 4 
(Rules 134 and 135.) 

68. Are tho rocords of lands belonging 
to other districts, but horneon the reve- 
nuo-roll of this district, kept here, and not 
| in that of the district where the lands, ог 
some of them, lie? (Rule 134.) 

67. Are the records of patni sales 
which have taken place in the district 
kept in the district record-room with the 
some estate? (Rule 135.) 

*68. Are the records of all cases finally 
disposed of in the district under the Public 
Demands Recovery Act, or under the rent 
| law in force (in districts where rent suits 

aro tried by revenue officer), and records 
«Г cases under sections 12, 13, 14, 15,18 
and 167 of the Bihar Tenancy Act kepê 
iu the district reeord-room? (Rule 135.) ~ 
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+09. Are the papers of one estate kept 
separate from those of another estate t 
(Rule 131.) 

70. Are the papers relating to. revenue. 
froe estates kept in a separate place from 
those for revenue-paying estates and 
arranged in shelves according to the serial 
number in Register В! (Rule 131.) 

71. Are the papers relating to revenuo- 
paying estates arranged according to the 
rial order of their tauzi number! (Rule 
131) 

472, Are the tauzi numbers or Register В. 
numbers of the revenue-free records 
elostly and durably written or painted 
prominently on each shelf or compartment 
ot shelf on which they are kept t. (Rule 
132) 


73. Are records appertaining to land 
acquisition cases and chaukidari chakargn 
lands kopt in the district in the jurisdic- 

| tion of whioh the lands are geographically 
situated ! (Rule 137.) (2) In what 

reoord-room registersare the Land Acquisi- 
| tion case records entered and in what 

| order are they arranged f 

*74. Does each bundlecontain a list 
ofthe enclosed enses with the date of the 
year їп which they осоштей # (Rule 141.) 

74A. Is the name and date of the caso 
inserted in the list when a fresh case is 
added to the bundle? (Rule 141.) 

то. Are all the valuable documents 
referred to in rule 153 kept in almirahs 
under double lock and key * (2) Who 
keeps the keys! Is a separate list for 
each almirah kept of these records in such 
a way that any document required can 
be found at ones! (3) Does the Deputy 
Collector in charge periodically inspect 
and compare the contents with the list f 
(Rules 153 and 151.) 
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76. Are such documents in good oon- 
dition ? (Rule 153.) 


76A. Are they kept in a wire rack or in 
a separate almirah ? If an almirah, is it 
ined, and are the front and sides fitted 
up with wire work to admit of the free 
circulation of air! (Rule 153.) 


77. Does the gazetted officer examina 
regularly Register 418 and see that tho 
records received are duly entered in ths 
register by the record-keeper, and promptly 
dealt with ? (Rules 145 and 146.) 


78. Up to what date have the records 
been received from each subdivision f 
(Rule 185), 

79. Is the list kept up to date of all the 
courts and departments from which the 
record-keoper has to nvcvive records f Is it 
signed and dated by the Deputy Collector 
in charge and hung up in the record-room f 
(Rule 146.) 

#0. Does the record-keoper bring to the 
notice of the Deputy Collector їп charge 
any delay in depositing records in the 
record-rooms on due dates } (Rule 147.) 

30A. And does he see that the records 
which have not been deposited during 
the month in which they аге due, ane 
duly accounted for in the next month t 
(Rule 147.) 

SOB. Наз any undue delay been brought 
to the notice of the Collector? If not, 
why not? (Rule 146.) 

781. Are the A. B files kept together 


and the C files on a separate rack + 
(Rule 161.) 


^82. Arethe С papers on their separate 
racks arranged according to dates of 


decision and classes of cases? — (Rule 
102.) 
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88. Aro С papers more than two years 
eld destroyed in January of each year t 
(Rule 174.) 


84. Does the record-keeper examine 
each working day the contents of ono 
bundle of vernacular records to see 
whether the contents agree with the lists 
in the bundle and whether B and C 
papers have been duly destroyed f 
(Rule 142.) 


"84A. Is thislist ав well as the cor- 
responding entry in the shelf Register 41 
of records signed and dated by him 
(Rule 142, 


(E) Record-room—General. 


м. В.о терні to questions thus marked(*) 
tho reply should be given by testing а few 
Instaneos- 


‘rhe registers to be wen in the record.room. 
avo Меш» Ato D (Land registration), 12. 
TEA (Separate ancountw). 4l, 41A, ATB (110 in 
sabdivione only). 400, 42. 67, 87A. (Record:room); 
Niko copying department registers. of. applicatione. 
for infurination sod for copie snd earnings of 
e'opyinta] 


85. Ts a list kept up to date showing 
in the last three years how often the 
record-room Deputy Collector has been 
changed? (Note 2, Preamble.) 


85A. In the lust three years how often 
the record-keeper has been changed t 
(Note 2, Preamble.) 


35B. What is the name of the record- 
room Deputy Collector, and how long he 
has been in charge! (Note 2, Preamble.) 


850. What is the name of the record- 
Keeper, and how long he has held the 
appointment ? (Note 2, Preamble.) 
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86. Is the rocord-room (English and 
Vernacular) old correspondence under the 
charge of a Deputy Collector? Who is 
held responsible for the proper working of 
the record-room in accordance with the 
rules of the Records Manual ? (Note 2, 
Preamble.) 


87. In addition to the daily supervision. 
of the record-room and staff, does tho 
Deputy Collector make a thorough inspec- 
tion at Teast esch half-year ! (Note 2, 
Preamble.) 


88. Is a note-book kept in the record- 
room in which all important orders aro 
noted ? (Note 2, Preamble.) 


59. Are the inspection notes of the 
Deputy Collector kept in a separate ina- 
peotion register? (Noto 2, Preamble.) 


90. Рова the record-keepor say that (1) 
all records received. have been entered in 
one of the Registers 41, 41A, 4B, 410, 
MD, and 42 and (2) all registers received 
havo been entered either in Register 67 or 
57А 1. If not, what are the exceptions 
(excluding record registers just eni 
received) and the cause and when wil 
these omissions be finished ? If there are 
any old records or registers whioh have not 
been entered in Registers 41, 42, 57 and 
5TA, what steps are being taken to register 
them and when will it be completed, ? 
(Rule 151.) 


91. When was the record-room last 
inspected by the Deputy Collector in 
charge, the Collector and the Commis- 
sioner ? (Rule 38 of Bihar Board's Miş- 
cellaneous Rules, 1058.) ы 


92. Наз the ministerial officer in charge 
a guard file of extracts from the inspection 
remarks of Collectors and other superior 


331 


IHE BIHAR RECORDS MANUAL. 
APPENDIX G.] 


officers relating to the record-room, and 
are such arranged chronologically and are 
they paged sud indexed (Rule 60 of the 
Bihar Hoard's Miscellaneous Rules, 1947.) 


98, When were the quinquennial and 
annual destruction of papers made under 
rules 95, 172, 174 and 175. 


94. Have exhibits and private docu- 
monts been ever destroyed ! If so, when 
and under what authority ? Was notice of 
destruction duly served on the parties and | 
published in the eutehery 2 (Chapter V.) 


90. Is a plan of the record-room hung 
up in a conspicuous place ^ (Rule 226.) 


96A. And does it (or does an index 
connected with the plan) show the | 
uumbers of the rooms, racks and shelves. | 
and the class of papers to be found on 
euch? (Rule 226.) 


| 
| 95B. Is it prepared and corrected up 
| to date? (Rule 226.) 

| 


90, Is a statement hung up in the 
record-room showing how to find where 
^ particular document is deposited ! 
(Rule 199.) 


7. ls it so prepared that any intelli- 
gent person could by using it obtain any 
particular class of record with ease? 
(Rule 199.) 


98. Report after a practical test 
whether each clerk iu the record-room 
knows where to find a particular record . 
(Rule 199.) 


99. Have periodical returns and 
Papers of a general natare a separate 
press assigned to them? (Rule 76.) 

9 Bd.Rey.—16 


pe Uu ڪڪ‎ a 
100. Are survey and settlement records 

and maps carefully kept on iron racks, 

or in Unlined almirabs! (Rules 154 

and 155.) 


100A. Have they got separate registers. 
of their own? (Rules 154 and 155.) 


100B. How are they arranged 1 (Rules 
154 and 158.) 


1000. Are they in good condition 1 
(Rule 195.) 


101. Are they periodically inspected 
by the Deputy Collector in charge or the 
Collector? (Rule 154.) 


102. When were they last inspected ? 
(Rule 154.) 


103. What is the total number of re- 
cords received in the record-room? (2) 
Is there an excessive number of records 
recently received in the record-room not 
deposited in their proper places within 
seven days of receipt? (Rule 146.) 


104. What is the oldest date on which 
any of these were received? (Rule 146.) 

105. Are the postings in Registers 57 
and 57A made up to date in accordance 
with the classified lists of registers in 
Appendix E? (Rule 114.) 

100. Does the — record-keeper admit 
keeping or allowing to be kept up any 
unauthorised register? If so, report 
whether the Commissioner's sanction 
should be obtained to their retention. 
(Rule 116.) 

107. Are the statements required by 
rule 118 kept wp to date f 

108. Is there any arrear in any branch 
of the work of the record-room ! If so, 
state the reason. 
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*109. Are the rules 148 and 149 
observed in furnishing records required 
for reference, and in тесе them 
back ? 


*109A. Are removal note-slips used ? 
(Rule 148.) 


*109B. Is Register 41D of records sent. 
out of the record-room properly kept up 
and receipts taken for issue ! (Rule 149.) 


*1090. What steps are taken to see = 
that the records issued from the record- 
room are not allowed to remain out un- 
duly long 1 (Rule 150.) 


*109D. At the beginning of each year 
are all issues not yet returned brought 
forward in red ink? If not, give the 
reason? (Rule 150.) 


110. Does the record-Keeper satisfy 
himself that the classification of all papers 
has been properly entered in the fly-leaf 
by departmental officers before placing 
n record on its proper rack or shelf ? 
(вше 160.) 


111. Are all В papers destroyed 
annually after 12 years? (Rule 175.) 


111A. If not, specify the classes of 
papers for which a longer preservation 
has been prescribed by the Collector f 
[Rule 228(B) (2)] 


*112. Up to what year have the 
ordinary В papers been destroyed f 
(Rules 107 and 175.) 

113. Are there said to be any C papers 
in the record-room more than two years 
old? (Rules 105 and 174.) 


114. What prevented the destruction 


of the ordinary B and C papers at the 
preseribed time? (Rules 108 and 176.) 


254 


тик BIHAR RECORDS MANUAL. 


[APPENDIX G. 


115. Are the sale-proceeds of useless 
papors regularly paid into the treasury ? 
If tho coat of arranging these papers for 
sale exceeds the probable sale-prooeeds, 
are these papers burnt? (Rule 242.) 


*116. Does tho record-keoper on 
receiving records from any office or 
department for deposit in tho record-room 
ascertain that on every document charge- 
able with stamp duty the head ministerial 
officer concerned has made the prescribed. 
entry as to sufficiency or otherwise of tho 
stamp bomo! [Rule 12, section IV(o). 
Part III of the Stamp Manual, 1955.) 
(Rules 86 and 157.) 


"117. (1) Are all the Court-foos stamps 
contained in the record properly punched 
as required by section 30 of the Court- 
fees Act! (2) Is the round punch used 
for this purpose! (Rules 87 and 108) 


*118. Are records punched a second 
time in the record-room with a triangular 
punch? (Rules 87 and 158.) 


*119. Are tho dates of punching by 
the record-keeper duly recorded npon the 
fiy-leaf! (Rules 87 and 158.) 


120. Are tho punched-out pieces said 
to be regularly burnt or otherwise des- 
troyed 1 (Rules 87 and 158.) 


121. Are the labels afüxed under the 
Court-fees Act to copies, certificates or 
other similar documents said to be cancel- 
led by punching out with square punch 
a portion of the label in such а manner 
as to remove neither the figure-head nor 
that part of the label upon which its 
value is expressed ? (Rules 87 and 158.) 

122. As an additional precaution, does 
the record-keeper state that thesignature 
of the officer attesting the document with 


235 


UN үа 


тив BIHAR RECORDS MANUAL. 


APPENDIX G.] 


the date is written across the label and 
upon the paper on either side of it è 
(Rules 86 and 157.) 


123. Was inspection of records made 
at least once a quarter during the past 
year by heads of offices, in order to 
ascertain that the stamps have been 
properly punched and have not been re- 
moved? If not, who has omitted to 
comply with the rule? (Rules 87 and 
158.) 


. Is the accommodation sufficient ! 
(Rule 200.) 

124A. Are the compartments and 
shelves of convenient height! (Rule 
200.) 

124B. Are desks, or small tables, 
folding Haps on hinges with brackets 
provided below the racks or in convenient. 
comers for careful handling of volumes 
of registers by clerks and copyists f 

*125. Who has access to the record- 
room 1 (Rule 

126. Is there a “No admittance” 
notice posted above the door? (Rule 
133 of the Bihar Board's Miscellaneous 
Rules, 1968.) 

127. Has adequate security been given 
by the record-keeper and his assistants ! 
(Rule 220 of the Bihar Board's Misce- 
lla..cous Rules, 1958.) 

128. Have the Connnissioner's or any 
higher officer's instructions (if any) about. 
the record-room оп his last inspection 
been carried out? (Rule 60 of the Bihar 
Board's Miscellaneous Rules, 1058.) 


120. Has amy report been submitted 
by the record-keeper to the Deputy 
Collector about any missing paper ? What 
action is taken on such report ! (Rule 80.) 
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130. Are the monthly files considered 
as one record 1 (Rule 171.) 


181, Are the iron racks labelled or 
painted? (Rules 84, 85 and 132.) 

132. Is the floor regularly kept clean ? 
Are coal-tar and naphthalene used for the 
floor, racks and records? 


183. Are the wooden racks (if any) 
wiped with kerosene oil rage when neces- 
sary t 

184. Does a caretaker sleep near the 
record-room at night! Who keeps the 
key of the record-room ? 


135. How many ‘buckets are kept and 
where, inside or outside the record-room, 
are they easily and promptly acces- 
е in the event of fire breaking out! 
Are these sufficient ? 


136. Are sanads to Revenue Agents 
and licenses to Stamp Vendors kept in 
monthly bundles? (Rule 164.) 
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Question for the inspection of Library. Observ: 


(References are to the Records Manual, 1980, 

when no other Manual is specified.) 

OFFICE. 
LIBRARY, 

ord to questiona is, wares) 

verb) testing ө fow Instances. 

1. In the last three years how oft cn. 
has the Deputy Collector in charge and 
the librarian been changed and what isthe 
Average period of charge in each case 
during that time? (Rules 244 and 246) 

1A. In the last three years how often 
has the head ministerial officer in charge 
of library been changed 1 (Rules 244 and 
246.) 

1B. What are the names of the 
gazetted officer and of the librarian in 
charge, and how long has each been in 
charge! (Rules 244 and 246.) 

1C. What is the name of the head 
ministerial officer, and how long has he 
held the appointment! (Rules 244 and 
246.) 

1D. Is the record-room Deputy Co- 
ector in charge of the library or any 
other gazetted officer? (Rules 244 and 
248 and note 2, Preamble.) 

1E. When was the library last ins- 
pected by the Deputy Collector in charge, 
The Collector and the Commissioner t 
(Rules 206 and 207.) 

1F. Has the ministerial officer in 
charge a guard-file of extracts from the 
inspection remarks of Collectors and other 
superior officers relating to the library 
and are such arranged chronologically and 
are they paged andindexed ? (Rule 207.) 


vations by Inspecting 
Officers. 
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2. Have the books been collected 
together in one place and placed under 
the charge of the Collectorate head 
clerk Is there a separate librarian 7 

"Are all codes and manuals corrected 
up-to-date by him? (Rules 244 and 245.) 

3. Has а separate room been assigned 
for the library? If not, why not? 
(Rule 244.) 

#4. Are additions and alterations 
promptly made in the Board's Manuals, 
Board's Circular Orders, Civil Servico 
Regulations and other manuals, by the 
librarian as printed slips are received 
from the issuing office ? (Rule 245.) 

4-A. Are corrections made in the 
Regulations and Acts (of India, Bengal 
and Bihar) whenever by any new enact- 
‘ment a part or the whole ot any Aet or 
Regulation is repealed or amended t 
(Rule 245.) 

5. Has the catalogue been revised in 
accordance with rule 258 1 
When was it last revised ? (Rule 


248.) 

6. Have missing books, if 
accounted for Р (Rule 248.) 

#7. Are books issued from the library 
except on the written requisition of a 
gazetted officer ? (Rule 260.) 

*8. Have receipts been [invariably 
taken from officers receiving books? 
(Role 264.) 

7). Havo these receipts been always 
returned or cancelled when the books are 
returned to the library ? (Rule 260.) 

10. Are reminders issued for books 
not returned within a month and repeated 
every fortnight until they are returned ? 
Are entries relating to books issued but 
not returned within the year brought 


been 
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forward in red ink at the end of each 
year? (Rule 362.) 

“11. Do Collectors and gazetted officers 
in charge of library, upon receiving charge 
ofthe office, satisfy themselves as to the 
state of the library? (Rule 263 and 205.) 

12. Does the librarian keep the keys 
of the almirahs | (Rule 244.) 

13. Who ія in charge of the library 
during the absence of the librarian or 
heard clerk from office ? (Rule 244.) 

^14. Has list been kept of all maps 
in the library ? (Rule 154.) 

15, Is special care taken to see that 
the maps are in good order ? 

16. Are Indian and Bihar Legislature 
Acts received annually kept in a bundle 
and bound annually 1 (Rule 259.) 

17. Have the Indian Law Reports and 
Halt-yearly Civil Lists been dealt with as 
ordered in rules 271 and 272 1 

18. Have any steps been taken to get 
rid of useless and obsolete books from the 
library, where space is needed for other 
books! (Rule 269.) 

19, Are the lists of | officers-in-charge 
prepared up to date and hung up t 
(Rule 246.) 

20. Are the registers of books received 
and issued kept properly ? (Rules 251 
and 201.) 

21. Does column 7 of the register of 
books received show the almirah and 
shelf number where each book is placed 2 
(Rule 251.) 

722. Ате” books, etc, stamped as 
soon as they are received in the library ? 
(Rule 252.) 

23. Is the library thoroughly inspected 
periodieally and by whom? (Rule 266.) 
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Questions for the Inspection of Observations by Inspecting 
Copying Department, officers. 


(References are to the Records Manual. 
1960, when no other Manual is specified.) 


—— OFFICE. 
COPYING DEPARTMENT. 


N. В.-Ла to quamions ibus meret (O) 
‘tho roply should be given by testing э fow instances. 


1. When was the department last 
inspected by the Deputy Collector in 
charge, the Collector and the Commis- 
sioner 1 (Note 2, Preamble.) 


2. In last three years how often have 
the Deputy Collector and the ministerial 
officer in charge of the Copying Depart- 
ment been changed 1 What are the 
names of the Deputy Collector and the 
ministerial officer in charge, and how 
long has each been in charge (Note 2, 
Preamble.) 

Эз. Are applications for informations 
ns well аз for copies madein printed forms ? 
(Rule 277.) 

4. Has the Nazir a good supply of 
these forms ? (Rule 276.) 

5. Are the registers of applications for 
information and copies regularly maintain- 
ed and are they up-to-date 1 (Rule 276.) 

6. (1) Are — applications numbered 
consecutively as they are registered in 
Registers C and D * (2) Are they filed 
consecutively in monthly fles withont 
fly-leaf ? (Rule 280.) 

Are they destroyed when three months 
old after inspection by the Deputy 
Collector in charge ? 


APPENDIX G.] 


7. After examining some of the entries 
in the registers of applications for infor- 
mation and for copies, do you find any eases 
of undue delay? Mention the two cases 
of the longest delay, and are reasons 
given and whether you are satisfied with 
those reasons? (Rule 280.) 


8. How many applications for un- 
stamped papers and documents, and how 
many for stamped copies are now pending 
for disposal ? (Rule 280.) 


9. How many copyists or typists’ aro 
employed! What is the average month- 
ly earning of each for the past six 
months! Are any outsiders allowed to 
do any copying? If so, why ? (Rules 
323 and 325.) 


10. Does the officer in charge of the 
Copying Department keep a list of all 
vopyists and typists employed under the 
Distriot Officer showing the total re- 
muneration drawn by each man month 
by month whether in revenue, criminal 
or civil work! (Rule 325.) 


11. Are copies and information slips 
distributed to the publio in the presence 
of the Deputy Collector in charge of the 
record-room ! (Rule 282.) 


*12. Is the procedure prescribed in 
rules 286—290 correctly followed 1 

Are the copyists or comparers allowed 
to have any dealings with the public 
otherwise than in the presence of the 
Deputy Collector in charge ? 
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Я | 
— € аай 


year (for Boards office 
өе only), 


aw c: 3 ‹ 


INDEX. 


Subject. Rule. 
A 
Ассорхт Parrns—Copying fee for— = = ais 
Acr— 
VI of 1853—Arrangement of records of estate n 


lying in one district, but borne on the revenue- 
roll of another district. 

VII of 1870—Court-fees AcC-Duty on applica- 278 
tions for information and copies under 


Exemptions from duty of applications for 78 (Мокон 
tion and copies under —. 1 and 2). 

Foes chargeable for copies under .. 298 

Reductions and remissions of fees chargeable for 298 (Notes 
copies under— 14). 

П of 1809—Stamp Act —Duty on certified copies 298 
of oxtracts under — 

Exemption from duty of copies under — = 298 

V of 1917—(Destruction of records) .. . — Beginning. 


ТУ of 1014—Classifiction of records under the Appendix D. 
Public Demands Recovery Act. 


VIL of 1923—Classification and preservation of 104 and 
disposed of records, registers, etc., under the Appendix D. 
Workmen's Compensation Act. page 101 


ҮП of 1938 and VI of 1944— Classification, ete, Appendix D. 
of records under the Acts administered by the 
Department of Commercial Taxes. 


ADNITTANCE—To record-room prohibited PA 222 
Armmans—How to utilize space in the— 302 and 257 
AxsvaL Revort—Mention to be made in the—of 22 
the amount realized by the sale of useless papers. 
APPLICANT(S)— 
How to communicate necessary information to— 288 
Procedure for supplying court-fees, folios, ete., by — 290 
Signature to be taken when copy delivered to— .. 295 


9 Bd. of Rey.—17 


ii INDEX 
Subject. 


Avpuicatiox(s)—coneld. 
Purposes for which to be received .. A 
When and to whom to be made 
То be stamped. . m 
То be numbered consecutively еу 
Printed forms of — to be used di 
Method and period of preservation of — 
Duty of clerks through whose hands — for copies 

and information pass. ` 
Register of—for informations. and copies to be 
maintained. 
Only one — needed in connection with a single cause 
or matter. 
Separate — in regard to each serial entry in column 1 
of Register D. 

Anoumes1s—Of public officers—Copies of written— 

not to be granted. 
ATTESTATION оғ Corres 
Uncertified copies to be marked as ‘examined’ and 
initialled by the Examiner. 

Copies to be used as ovidence should be certified 
to be a correct copy, and signed in full, and 
bear the seal of the Collector's Court. 


Bihar Agricultural Income-tax Act—Bihar Elec- 
tricity Duty Act—Bihar Entertainment Tax 
Act—Bihar Motor Spirit (Taxation on Sales) 
‘Act—Bihar Passengers and Goods Transport 
‘Tax Rulos—Bihar Sales Tax Act—Classification, 
ete, of records. 


Buran TrxANOY Act— 


Settlement records of private and wards’ estates 
‘under the — to be made over to the record-room. 


Rules in Chapter VIII are applicable to the grant 
of copies of records under the —. 


‘Bries—Letters not to aecompany— — -- 


Волвр or RevENUE—Can sanction expenditure for 
keeping record-room in order. 


332 


306 


308 


104 
Appendix D. 


156 


156 


220. 
231 


INDEX. 
Subject. 

Book(s)— 

Correspondence bound up in— should not be 
destroyed. 

Catalogue of — in library to be prepared é 
То be revised every fifth year fi 2 
Missing — to be accounted for "s ee 


Received in library to be registered and stamped 
with library seal and entered in eatalogue. 


Issued from library to be noted in issue register . 


Not to be issued without written requisition of 
gazetted officers, 


Rominder for return of — issued from library to 
be sent after a month. 


Indian Law Reports how to be kept. <. 
Bihar Half-yearly Civil Lists how to be kept 
Buporr Esrmare— 


Estimates of requirements from the rocord grant 
to be submitted. 


Principle to be followed in regulating estimates... 
Supplementary applications may be sent 


с 


Cuurrvicare—To be attached by the officer passing a 
copyists’ account to the bill on which the 
copyist's fees are drawn, to the effect that the 
stamped slips have been burnt. 

Cmanom or Reconp-noom—Record-room Deputy 
Collector will be held responsible for the proper 
working of the record-room, copying depart- 
ment and the library. 

CLASSIFICATION AND DESTRUCTION ОР (VERNACULAR 

Reconps)— р 

Rules for the destruction of records in Certificate 
cases. 

Rules for the destruction of cases under Tenancy 
‘Acts. 

Rules for the destruction of records of Mutation 
cases. 

Rules for the destruction of miscellaneous papers. - 


94 


247 
248 
248 


251—252 


330 


iv INDEX. 
Subject. Rule. 


OLASSIFICATION, ахо DESTRUCTION OF YERSACULAR 
Recomp—concld. 
Rules for the destruction of Survey records 
Rules for the destruction of Cess records 
Rules for the destruction of Excise records: 
Rules for the destruction of loan applications .. Ditto, 


Responsibility of officers for — 2. 168 
Detailed classification of English records — 
Class A z 
Class B ^ 100 
Class C 2 
CLASSIFICATION AND DESTRUCTION oF 
Cornesroxnxnck) —Objeet of classification °з 
OLASSIFICATION, Рвкзкнулт1ох AND DESTRUCTION- 
Of English correspondence kept within current or 88-103 
old record-room. 
Of excise records Е с 22 108 
Ofsubdivisional records .. T Es 177—185 
Of Registers... 4. = .. 119—119 and 
Appendix E. 
Of Treasury records. = ES 121 and 
Appendix F. 
Detailed classification of vernacular records— 
Chass A 
Class В . 2 Appendix D. 
Class С 
Of the records of the eer of Commercial Ditto. 
Taxes. page 160. 
Of election papers = i .. 104 ; Appen- 
dix, D, page 
159 
Of papers relating to punitive tax — .- - Ditto. page 161. 
Of Workmen's Compensation Act records cri na 
COLLKCTION ок CORRESPONDE: 
3 5 


Arrangement of — 
Definition of the term “Collection” ~, - в 


pax. 
Subject. 


Сошвстов— 
Power to incur expenditure from record grant .. 
Distriot Officers are authorized to entertain compar- 
ing clerks according to scale. 
May propose shorter periods for retention of records 
at subdivisions. 
Cowaussioxen—Power to sanction allotments from 
record grant. 
CONFIDENTIAL ConkesroxpENck—Rales for the treat- 
ment of — 
Comparzn—Duties of — 
Corrs 
Applications for —when and to whom are to be 
made. 


Condition of commencement of preparation of — .. 
Symbols of Register no., Branch Department, Col- 
ection no., File no. and Serial no. are to be entered 
in fair — 

Applicants for — to supply folios y" 

Applications for — to be stamped .. к 

Applications for — to be numbered and arranged in 
monthly bundles without fly-leaf. 

Only one application is to be made for — of papers 
required in connection with a single cause or 
matter. 

When several cases for commutation of produce 
rent are tried together a single application for 
а copy ofall or any part of the record is sufficient. 

A charge at the rate of 20nP. per folio is to be 
made for the preparation of manuscript —. 

Charge to be made for typewritten — 


1f the folios supplied by the applicant for — fall 


short of what is required. additional folios should 
be called for. 


ishment, ete., to be given free of 


Supply of — of old and recent survey maps to 
persons interested to be encouraged. 

Use of proper ink in supplying— — .. Же 

Particulars to be recorded on the back of — -~ 


48—07 


200 & 331 


vi INDEX 
Subject. 
Corres—contd. 
Certificate of cost of supplying — — .- 
Of orders to be given to an officer which concerns 
him personally. 


Permission of the Government of India is necessary 
in supplying — of certain documents. 

Of documents when to be given ~~ 

Unclaimed — with all unused folios attached thereto 
to be destroyed. 

Responsibility of officers for supplying — 


Unused folios to be returned 
Uncertified — of “corified to be а correct copy. or 
attested copy 


To be examined by a salaried officer before issue 
Certified —, necessary stamp to be affixed to the 
first folio. 
Conversion of uncertified — into certified — 
Cost for paid by parties to be shown on the 
back of —. 
"То be prepared on prescribed stamp paper with 
certain exceptions. 


Certified — of maps or plans е 
Must be written on one side of the sheet only 
Time for furnishing — 


Use of printed forms in supplying — 
Procedure for copying on printed forms 
Additional charge to be levied for — when the work 


is intricate, 

When the applicant requires his — to be furnished 
on the day of application, extra fee should be 
charged. 


By whom the stamp on certified — to be examined 

A copy of a copy is to be granted only when 
good grounds are shown for not taking it from 
the original. 

Should be prepared by salaried establishment in 
certain cases. 

Of maps to be supplied on tracing cloth 

She duty of romparing — te be performed! by 
a salaried officer. 


Rule. 


300. 
33401) 


434(2) 


332 
202 


333 
202 
EI 


331 
207 


206 
309 


306 


303 
306 
281 
300 
301 
520 


208 
207 
332 


338 


E 


Subject. 


Copres—coneld. 
Number of such eamparers to be entertained -~ 
Uncertified — to be marked as examined and 

initialled by the Examiner or Comparer. 
Of public documents not to be withheld though 


they may be used as evidence against Government. 


Required by publie officers for publie purposes are 
to be made on plain paper by the Collectorate 
establishment, 


Ministerial officers when punished or ordered to 
retire to be furnished with — of orders free of 
cost. 


Record-keeper responsible for carrying out rules 
for the supply of — 

Сорутхо Deranraxxt—The Deputy Collector or 
Sub-Deputy Collector in charge of the record- 
room to be placed in charge of — 

Corvrxo FEES — 

See "Maps". 


Rates of — for English and vernacular records 
for manuscript copies. 


Rates of — for typewritten copies — .. by 
"То be levied hy impressed stamps ~- = 


For Jamabandis, measurement papers, order sheets, 
and accounts, ete. 


Portion of — payable to copyists or typists 
Cases in which extra— are to be charged E 


To be levied by court-fee stamps and to be 
credited to Government. 


For copies made on printed forms 
Not required from public officers 
Corvist(s) оп Tyrisr(s)— 
Minimum earnings admissible to — 
Accounts of — to be made monthly 3s 
‘To be paid out of Collector's grant for “Allowance” 
Payment of — to be checked. Y 


Care to be taken that nothing in excess of two- 
thirds the amount realized in stamps is paid to —. 


so 


an 
310 and 311 
sis 


326 
293. 
293 


Subject. 
Corxisr(s) ов Trrisr(s)—concld. 
A register of earnings of — to be kept and checked 
weekly by Comparer. 


And monthly by gazetted officer... = 
Officer passing a — account bill, after checking it, 
tear the stamped slips to pieces and cause them 
to be burnt in his presence. 
Should possess skill in their business . . of 
Relationship of — to any clerk in the Distriot or 
Divisional office to be stated. 
Remuneration of —and what materials they are to 
supply. 
Earnings of—to be regulated a Y 
Collector to fix the number of—to be licensed . . 
Maintenance of register to equalize earnings of — 
Commissioner may appoint one—for his office .. 
When employed on work for Government, to be 
paid at the seme rate as for work done for 
private parties, and for preparation of Crown 
briefs. 
CORRESPONDENCE — 
То be in English d Р 
How to be classified, registered and kept 
On one subject to constitute a single file 
То be placed in file in chronological order 
Serial number to be assigned to— —.. 
Keep-withs to be kept with drafts 
Definition of the term “collection” 
How collections are to be arranged and kept. 
Departments into which Collector's—is divided 
Registration of letters to be correct and careful 
Registers of letters received and issued and index 
to be kept. 
Each department to keep its own set of registers 
Registers of each department may be subdivided 
Tndex register to be divided into collections 
Entries in index register ,. a 


Rule. 


329 


тирик. 
Subject. 
ConnasPoNDENCE—conid.. 
Procedure to be followed when a letter is received. 
in the office. 


And if the letter be the commencement of a new— 

And if not а new— . He 

Procedure when a case is complete... 

Fresh letters not to remain in ofice more than 
48 hours. 

Procedure when draft has been prepared and 

approved. 

Miscellaneous collection of transient — 

"Current or чеп Haw toile Kant gent when od 
be transferred to the record-room. 

Shelves of eurrent—to be divided into compart- 
ments, numbered and labelled. 

List of letters to be kept with files (called flyleaf). 

Fly-leaf to be kept permanently — . 

‘Treatment of eurrent—after the close of the year 

Treatment of finished files 

‘Troatment of pending files 

What serial is to be given on the paper of the 


now year when put up in unfinished file, 
When the file is bulky but not finished 


Destruction of © papers E & 

Spare copies of printed letters " A 

Transfer to record-room of contents of current 
shelves. 

Collection and file to be kept in proper placo 

File not to be on clerk's desks, except when in 
use. 

Arrangement of files and collections of old English— 

Files to be tied together in packets of sufficient 
size to fill the depth of the shelves and to be 
placed vertically, 

Description of collection to be noted on each— 

Arrangement of collection by departments — .. 

Filling up of column 4 of index register 

Classification of English— 


Responsibility of Collectorate head-clerk as to the 
classification. 


Rule. 


18 
16 
17 


18 
18(note). 


TI—87 


88—103 


Subject. 


ÜoRRESPONDENCE—contd. 

Record-keeper to check stamps 

Second punching by record-keeper .. 

Supervision of Collectors as to destruction of 
papers. 

Object of classification .. 

Hound tip in books not to be destroyed sd 

Destruction of B and С papers to be annual .. 

Papers may be destroyed at subdivisions сй 

Detailed classification of — - 

Form and modo of despatch of letters а 

All communications to refer to previous—if any 

Signature on letters by District Officers 

Arrangement in envelopes m 

Eeport fo. ap ЫГЫ) засаа s 

Voluminous enclosures not to be submitted with 
a simple expression of opinion, but gist to be 
given and only necessary papers submitted, 

Vernacular enclosures not to be ordinarily sub- 
mitted. 

Uscless- to be avoided .. D E 

Мара sent with letters how to be marked  : 

Use of postage service labels 

Letters not to accompany bills 1 

Copias: at эйлер AGS cok Зо Bar ЖЕЎ 6 
Accountant-General by disbursing officer as they 
аге sent direct. 

Endorsement form where to be used. rS 

"No letters to accompany periodical returns or 
statements. 

Lithographed or printed forms to be used.. 

Forms when printed, how indented for and how 
supplied. 

Form sanctioned by Board to be supplied only 

Memoranda and endorsements when to be used 
and letters avoided. 

Use of vernacular words in English—prohibited; 
‘but when unavoidably used, English equivalent 
to be given, 


Rule. 


86 
вт 
92 


°з 
94 
105 
184 
100 
212 
213. 
213—215 
216 
217 
217 


217 


217 
218 
219 
220 
221 


209 
2066207 


210 


INDEX. xi 
Subject. Rule. 
ConurzsroxpExoz—concld. 
All the vernacular dates and measures to have эп 
corresponding English dates and measures. 
Varnacular proceedings, unless prescribed by law, 190 
to be discouraged. 
Subordinate officers not to question propriety of 190 
orders of superiors in vernacular proceedings. 
Namo and oficial designation both to bo quoted 191 
for attachmont of due weight to opinion passed. 
Formal—between Collector and his subordinates 192 
in same station forbidden. 
Order-book to be used instead че S 192 
Ingtruction-book to be kept by vubordinnie 192 
officer 
Official signatures to be legible -. 193 
Classification and preservation of English records 189 


at subdivisions. 


CORRESPONDENCE, CONFIDENTIAL — 


Rules regarding despatch and preservation of — 40—57 
Mode of despatch of  . 49 
Mode of receipt by head of the office 

‘The addressee always to open inner cover himself 


То pass in office either by personal deli 
sealed covers, 


Special register for  . 2s = ADOT 

How to be preserved. 

Custody of .. 

By ‘head of the office” who is meant L^ NB 

D 
TDEPARTMENT(S) — 

Into which Collector's correspondence is divided m 

OF Collector's office. An officer may have charge 123 
of more than one —for vernacular records. 

А separate press for vernaenlar records assigned 130 
to each- 

Each officer in charge of a—to be supplied with 168 


‘two stamps (B) and (C) to Mark papers. 


турах. 
Subject. 


DEPARTMENTAL means 
Drstevorios— 
Of C papers of English correspondence and its 
procedure, 
Annual— of B papers and its procedure 
Procedure for checking C papers 
Period for— of B and C papers 
Of fly-leaves containing B and C letters 
Of receipt and issue registers 
Of unreturned exhibit or private document 
OF illegible or useless documents — .. 


DOCKET STAMPS ON LETTERS RECEIVED AND ISSUED 
DoovwxxT(s)— 

Private or unreturned exhibit should not be 
destroyed until a notice has been publicly 
advertised in the Collector's cutehery. A notice 
should also be served on the parties interested. 

Notice to take back — .. 

Responsibility for the 

Unreturned—when destroyed 

Destruction of exhibits and private Ы 

Procedure to be followed in destruction of exhibits 


or private—at the time of the destruction of 
В and C papers. 


Destruction of spoilt — .. 
Deposit of value— $ 
Copies of publio—to be granted 


Rule. 
123 


105 


107 

106 

108 

эӊ 

96 
227—229 
эзо 


15426 


327 


227 
227 
эз? 
228 
227 


230 
158 
332 


E 
ELROTION rarzws.—Regulation for the safe-custody, ete., Appendix 
of D. 
ExcLosvnz(s).— 


Voluminous—not to be submitted with a simple 
expression of opinion, but gist to be given and 
only necessary papers to be submitted. 

Vernacular—not to be ordinarily submitted 


(9 
* 


TNDEX. zii 
Subject. Rule. 


ExpomsEwENT(S)-—Where to be used .. co 208 
Hxoutsn DarazrwENT—Questions for the use of an Appendix G. 
officer inspecting the—of the Collector's office. 


EsvELOPES—Arrangement in— Ф =a 216 
Евтавіявимкут--5єе “Record-room” 
EsrpraTes—See "Budget Estimates.” 

Exumer—See “Document.” 


Exrespitonn— 
For keeping records in order, met from record 231 
grant. 
Copies of orders sanctioning the—are sent to 2 


Accountant-General, Bihar, direct by the sanc- 
tioning authority. ‘The disbursing authority ix 
to quote reference in the bill. 
EXTRA FERS— 
For searching papers and for copies to be levied 284 and 203 
by court-fee stamps. 
Rate of — 


- ES 24 ae 285 
No part of such fee is to be paid to copyists and E 
typists, but all credited to Government. 
F 
Fees— 
Sec “Copying fees” and “Searching fees, 
On application for copies and information — .. b 
No—are demanded for copies required by publie 336 
officers. 
Frs(s)— 
Arrangement of.— Sec "Correspondence 
Missing—to be accounted for Е 
Contents of а single— Я Е 2 
Rules for the flat-file system and standard forms 1—34 


for correspondence. 


Clerks are not allowed to keep on their desks вв 
masses of pending — 


Subject. Rule, 
Firx(s)—conela. Т 
When the—is bulky and not complete лї 
Fux Boanp—Removal of—when files are transferred 78 
to old record racks and its use. 
FLY-LRAF— 
Of English correspondence a 
Combined title page and— 126 
То be attached to each case 126 
Destruction and preservation of English corres- в? 
pondence. 
Destruction and preservation of—of vernacular Appendix D. 
records. 
Destruction and preservation of fly-leaves con- Rule 98, 
taining A, Band C letters. 
Date of second punching to be noted on the— ,. 874158 
Form(s)— 
Use of—in English correspondence .. 200 
In transmitting vernacular records .. 196 
Where printed, how indented for, and how supplied, 200 
sanctioned by Board before they are supe.” 
Record-room— 5 . Appendix В. 
Order-sheet— .. SN. Se = 129 
Of order-sheet Ж 
Of fly-leaf of correspondence к, .. Ар endix B, 
Form по. 2 
Of labels to registers in Register no, 67 «+ Appendix В, 


Form по, £2 
Of labels to registers in Register no. 57A. 


Of removal slip note for English correspondence Appendix В, 


Form no. 24. 

Of removal slip note for records and registers Appendix B, 
other than English correspondence. Form no. 25. 
Of combined title page and fly-leaf. .. .. Appendix B, 
‘Form no. 26. 

Of application for information .. .. Appendix B, 


Formno. 27. 


INDEX. 


Subject. 


Fonm(s)—contd. 


Of application for copies A 

Of printed slip for pending files ~~ T 
Of contents of packet 

Of slip to be pasted on flap of a file-board 


Of notico to take back documents of English 
"Sorrespondenco. 

ОГ notice to take back documents of vernacular 
records. 

‘Takid—for overdue return for use in Commissioners’ 
offices. 

Takid—for any overdue report for use in Com- 
missioners’ offices. 

Urgent reminder calling for return/ report already 
ovérdue. 

Of statement reporting blank return to the Board 


Of lottor for forwarding original petition by the 
Board to Commissioners and Collectors for re- 
port and forsubmission of all records for serving of 
notice on the respondent. 


Of Commissioner's decision on appeal case 


OF letter requesting acknowledgment of records 
forwarded by Commissioners to Collectors. 


Of notice to be served fixing the date of hearing 
in vernaculars. 

‘The draft—of letter for use in all offices other than 
the Board of Revenue and Commissioner's office. 
OF Така to be used by Commissioners for higher 

officers. 
Demi-official—of reminder to be issued by Com- 
‘missioner for his subordinate officers. 


Slip to show paper under disposal ~- 


Rule. 


Appendix B, 
Form no. 28. 
Appendix B, 
Form no. 29, 
Appendix B, 
Form no. 30. 
Appendix B- 
Form no. 31. 
Appendix B, 
Form no, 32; 
Appendix B, 
Form no. 33. 
Appendix €, 
Form no. 34. 
Appendix C, 
Form no. 35. 
Appendix С, 
Form no. 36. 
Appendix. C, 
Form no. 37. 
Appendix С 
Form no. 98. 


Appendix. С, 
Form по. 39. 
Appendix €, 

‘orm no. 40, 
Appendix C, 
Form no, 41. 
Appendix © 
Form no. 42 
Appendix Cr 

orm no. 43. 
Appendix C, 

form no. 44. 
Appendix C, 
Form no. 45. 


ES тарх. 
Subject. 
Foum(s)—coneld. 

Post-card reminder Е = 


Of letter to accompany recorde .. з 


Of memorandum acknowledging receipt of records 
Of letter advising the despatch of records 
Board's Flags A to Z ha га SS 


Blank Flat-file 


Use of printed-—in supplying copies 
Procedure for copying on printed .. 
Fouwarn prany—Rules for the use of — E 


с 


Gazerrels)— 


India.—Disposal and discontinuance of— 


Bihar—To be bound in yearly volumes excluding 
‘certain parts and preservation thereof in district 


and subdivisional offices. 


Соунъхукут pues—Record-keeper not to take over 
^ record which shows certain—as recoverable in 
Jouneotion with it, without express order of 


Collector. 
1 
Терах Law Reronts— 
One copy supplied to District Officer 4 
And one copy to Subdivisional Officer A 


I1xprax Law Ruronrs — concld. 


Ho be bound and preserved in the library for 
reference. 


Rule. 


Appendix €, 
Form no. 46. 
Appendix C, 
Form no. 47. 
AppendixC, 
Form no. 47. 
Appendix C, 
Form no. 48. 


Appendix 0, 
‘orm no. 50. 


300 
301 
4547 


110 
nens 


159 


г 271 


INDEX. 
Subject. 
IvFORMATION— 


Applications for—when and to whom are to be 
made. 
Procedure for application for—for entries in 
column I of Land Registration Register D. 
Application for—from Register *D' is not com- 
Plete and no copy of the required information 
will be given until requisite searching fees are 
paid in full. 
‘Time for furnishing — respecting contents of papers 
Filling up the form of application for— ES 
Ivsrrormo Orrickm—Questions for the use of an 
officer inspecting the English Department, 
Mohafizkhana of Collector's office and Copying 
Department and Libraries, 
INSPROTION BY COMMISSIONER га 
INsrEOTION or ReconDs—OF pending cases may be 
inspected by parties or agents, 
Inow-surronts—Arrangemont of registers, book and 
papers and use of. 


J 
JaMAMANDL PAPERS— Copying fee for— .. x 
к 
Kerr-wrrn—To be kept with drafts 


KHASRA MAPS— 


То be supplied on tracing cloth — ., 
Distribution to be encouraged Ds 
L 
LABEL OF Reowrens = a 2 
Lurren(s)— 
Received and issued. Treatment of See “Сог 
respondence”, 


Procedure to be followed on opening — 
9 Bd. of Rev.—18 


275 


275 


281 
283 
Appendix 9. 


318 


ns 


13 


INDEX. 


Subject. 
Luevren(s)—coneld_ 
Procedure for putting up— E E: 
Checking of delay in issuing— сд Er 
Covering—to be avoided in forwarding documents 
Form and despatch of— .. = ~ 
No—to accompany bill .. Si x 
Noto accompany periodical return 
Lineany — 
One—in each district and each subdivision 


Available for all Government officers in the district 
‘or subdivision. 

No separate official—to be kept by subordinate 
officers, except Subdivisions! Officer, without 
Collector's permission, 

‘To be in charge of the head-clerk and there may 
be a separate librarian 


Dutios of librarian A $ td 
Separate room to be used, if practicable i4 
List of officers in ol a As 55 
Form of catalogue to he prepared .. in 
Revision of catalogue every fifth year Ж 
Access to. ce E E. 
Report of missing books to Collector and Com- 
missioner 
"To be kept open during office hours РЕ 


‘The ordinary work in connection with to be 
performed by a clerk of the English office who 
should be appointed librarian. + 

Form of register of books, reports, returns, ete., 
received in—to be kept 

Such register to be submitted once a quarter to 
Subdivisional Officer or District Officer by 
head clerk 

Book. ete. received to be stamped with—seal 
and entered in the catalogue. 

Books to be arranged by subjects 

Procedure fo~ issue of books, ete., from— 


Rule, 


INDEX. 
Subject. 
Тивнаву —сопсйй. 
Form of register of issues of books, ete., to be 20 
kept up. 
Arrangement of books on the shelves and almirahs 2508256 
How to utilize space in the almirahs К 297. 
Paint in white letters on racks, shelf, ete: = ES 
Binding of Acts Е is ss 259 
Reminder for return of books, ete, to be sent ES 
after a month. 
Officer receiving charge of an office to verify and E 
report on its state. 
Receipt to be taken for the books sent out of the 
Officers responsible, if defects are not reported 


Quarterly inspection of —by the librarian aud his 
report. of the result to Disteiet Officer or Sub- 
divisional Officer , as the ease may be. 


(Guard file ~. - E s 207 
Register of Inspection Report E 7 E 
Disposal of obsolete or useless books in the district E 

or subdivisional— 
270 


State of —to be mentioned In annual report 

Indian Law Reports supplied to Distriet Officer m 
‘and Subdivisional Officer, how to be treated. 

Bihar Half-yearly Civil List, period for whi 
be preserved. 

Loan(s)—Records of cases under the Land Improve- Appendix D: 

ment and Agriculturists’ — Acts, How long to 
be preserved. 


to эта 


Muxacrn—Under Court of Wards not be treated 330 (Note): 
as a public officer. 


Mar(s)— 
‘See “Copying fees" and “Khasra maps". 
Sent with letters how to be marked .. E ans 
Rate of cost for copying surveyor's village plans 312 
Different rates for copies of thakbust and cadastral.— En 
sn 


Rate of cost for copies of thakbust— 


Subject. 

Mar(s)—coneld, 
Rate of cost for copies of cadastral— 3 
Rate of ruling lines in copies of registers 2 


Exceptional cases of supplying copies of — 

To be inspected and reported on— 5 

Authenticated copies of—are chargeable with а 
duty of 75 n. 

Stamp duty to be denoted by means of an adhesive 
court-fee stamp. 

Stamp duty to be levied in addition to the cost 
of preparation. 

Copies of—to be supplied on tracing cloth — .. 

‘Tracing cloth and copyist's fees for copies of — 
how to be paid and accounted for. 


Extract may be supplied ~. 5, oe 

Distribution of—to the public to be encouraged 

Procedure for sending—with letters .. E 
MEASUREMENT PAPERS— 

Copying feo for— 5 $- 5 


Rate for ruling lines in copies of— 
MEMORANDUM OR ENDORSEMENT— 


Where to be used and letter avoided 
Memorandum to be kept and recorded before des- 
truction of spoilt exhibits and documents. 


Mixisrentat Orrrcxn—Responsibility of—in charge 
of department for supply of copies. 


NOTES AND ORDER SHEETS 
Novice то TAKE BACK DOCUMENTS — .. ES 


o 


Orricens, GovERNMENT—Can use the district or 
subdivisional library. 

Orrictat DESIGNATION—Name and —both to be quoted 
for attachment of due weight to opinion 
passed. 


Rule. 


315 
316 
317 
155 
303 
303 
303 


305 
305 


104 
104 
218 


318 
316 


206&207 
230 


333 


19 


227 


243 


191 


INDEX. xxi 


Subject. Rule. 
OrrxtONS oF PUBLIC OFFICERS (whiTrEN)— Copies not 332 
to be granted. | 
Оврев smeet ~. E z = 128 
' | 
Р | 
Paree(s)— 
‘To be deposited monthly after classification ~» 125 
Delivery of—to record-keeper's care > 125 
Should not be destroyed at а subdivision, except 183 | 
with the Collector's sanction. У | 
For destruction to be defaced and sent to jail for 204 | 
manufacture, if there be any such jail. | 
Jail office to pay for them at market rate  .. 201. | 
Size and quality of—for file z ~ 1 | 
* Properly prepared—to be used for record purposes 205 | 
Country—not to be used. t3 ES 205 | 
Pending lists of all letters received and issued to 34A. 
be submitted every month. 
Pus —Peoparation of record-room—or index— .. E | 
Розтлок Вийуїск Lasers—Use of— .. ҮЗ 219 
Posirive TAZ PAPERS—Classification and preserva- ШЕ 
vation of — Appedix D, 
Pago 159, 
9 | 
Questtoxs— 


For the use of an officer inspecting the Records Y 
of the Collector's office. 

And for the inspection of the Library of the } Appendix G- 
Collector's office. 

‘And for the inspection of the Copying Depart- 
ment of the Collector's office. 


©ттхосехмаг Parens—How to be kept in record- 153 
Toom, 


QUINQUENSIAL REVISION ~e - E 958172 


Subject. 


Recorps(venmacuran)— 


Arrangomont ot—Principle to be followed in— 

Procedure for delivery of—to record-keeper E. 

Each department to have separate press or other 
fit receptacle lor the secure — preservation of 
papers. 

Of estate partly in other district — .. 

Exceptional arrangomont of— 


Ot patni salos . 
Of casos undor Publio Demands Recovery Ack =. 


Of cases undor Rent Law s "e 

Of casos undor Bihar Tenancy Act .. $ 

Of cases under chaukidari chakran lands 

Of Lana Acquisition ca.os 3 

A bundlo to each ostato .. 

Procodure for the maintenance of Land Acquisitfon — 

Comparison of contents ot bundles with lists 

Fly-leaf to each caso— ~.~ 

Rogister to bo kopt up for each shelf or almirah 

Rogister of—of cases not connected with any 
estate also to be maintained. 

Exceptional arrangements to bo introduced when 
nocessary. 

Estate papers roquimd for English correspondence 

Estato sottlomont papors required for English 
correspondence. 

Valuablo documents, their customs 

List of—kept in almirahs 

Survoy—register 

Settlement under. Tenancy Acta 

ecorn(s)— 

Current —to bo in chargo ої departmental officers 

Suporintondant, to distribute and suporvise— 
Record-book to be kopt by each department ~. 


Temporary registers should be kept in the de- 
partment and destroyed when—are destroyed. 


Rule. 


181 
125 
130 


1M 
135,136 
135 
135 
135 
135 
138 
138 
139 
141 
142 
126 
148 
14 


136 


139 
140 


153 
154 
155 

156 


123 
124 
147 
115 


INDEX. 


Subject. 
Reconn(s)—condt. 

Not to be detained by departmental officers .. 126 

Register no. 41B showing recoipt and disposal ot 145 
—to bo kopt by record-koeper. 

List of courts and departments from which and 146 
when. record-keeper has to receive. 

Reforence to—depositea in the record-room amd Ms 
removal. slip. 

Registor no. 41D showing—sent out from the ı40 


record-room to bo kept by rocord-keepor. 
Index of unreturned— A 150 
Rooord-keopor not to take over a—which shows 159 
certain Government dues as recoverable in 
connection with it without express order of 


Collector. 

Clacsification of into A, В or C file according to 165 
its importance. 

Collector competent to direct in special cases tho 106 


veton'ion of papers falling within class В or C 
for longor periods. 

——of casos under *ho Land Improvement and Appendix D. 
Agriculturists! Loans Acts—How long to be 


preserved. 
B and C papers to be marked ~- ea 107 
Description of each paper on the'combired title 189. 
pago and fly-leaf to bo marked. 
Checking of combined title pago and ty-lonf by 100 
tho record-keeper. 
Ttocord-koopor to check classification. a 160 
Record-keoper to check stamps 157 
Second punching by rocord-keeper .. f 158 
Distribution of classified—in record-room -- 101 
Monthly bundlos of C papers = 171 
Arrangement of C papors E 162 
Arrangement of C papersexplained .. 108 
Procedure tor destruction oi C papers. Б 174. 
Procedure tor destruction of В papers ы 175 
Destruction to be annual 25 = 176 
Officers entrusted with tho marking of B and C 170 


papers to be tested. 


xxiv INDEX 


Subject. Rule. 

Raconp(s) —onctd. 
Method of obtaining—tor copies. s 288 
Destruction ot spoilt papers E g 230 


Classification ot—under the Public Demands Appendix D. 
Recovery Act. 

Class A (to bo left unmarked) to be kept per- Appondix D. 
monently. 

Clase B (to ре marked with letter B) to bo kept Appendix D, 
in the rocord-room for 12 years and then 
destroyed. 

Class C (to be marked with letter C) to be. kept Appendix D. 
in tho record-room for two full years and then 


destroyed, 
Rovision of record-room to be made overy five 958172 
oar. 

Registers 41, 41A, 41B, 41D and 42 to be kept 143, 144, 145, 
in the Sadr. 149155. 
Registers 410 and 41D to be kept at subdivisions 180 
Subdivisional—. ‘Tho record-koepor of È 177 
Classification and doposit of subdivisional— 178 
Papers to be deposited monthly after classification 179 
Receptacle for— E s M 182 
Removal of papers from rocord-kocper's саго at 181 

subdivisions, 
Destruction at subdivisions -- E 188 
Quortorly transmission to district ойсо 55 185 
District Officers to prescribe shorter period for 186 
retention of subdivisional—, 
Chock of classification by district record-keoper 187 
General rules applicable to Subdivisional— — .. 188 
Classification and preservation and destruction “of 189 
English —at subdivisions. 
Ot pending casos may be inspected by partios or 337 
agents. 
To be transmitted by parcel ‘post. es 195(a) 
Forwarding letter to be enclosed in the parcel 105(0) 
containing a— 
Lotter of advice to be sent simultaneously with 105(6) 


tho despatch of. 


турах. xxv 
Subject. Rule. 
Recon (s}—concld. 
Acknowledgment required from the receiving office 19500) 
Procoduro for transmission of revenue—required 197 
by civil or criminal courts. 
Expenditure for kosping—in order to be met 231 
from— grant. 
Otticars to pay tor rearranging—when in disorder 203 
through their nogloct. 
Papors for destruction to be defaced and sent to 204 
jail in certain cases, 
Jail officer to pay for thom at market rato  .. En 
Classification list of Treasury— ~- .. Appondix F. 
Inspection of—by parties or their agents 337 
Reconp овахт— 
Assignment for kooping record rooms in order .. ET 
Budget estimates to bo submitted .. 292 
Principle of allotment and proceduro tor regulat- 233 
ing ostimates. 
Supplomentary applications E 236 
Power to vary details ot temporary йыны 397 
‘The ostablishment tho cost af which is to bo met 239 
from tho. 
‘Tho cost of copying survey maps and records and u 
ako of Land Rogistration registers is not 
dobitablo to— 
Sale-proceods of useless papers to be credited to w 
Government. 
Contingent expenditure in record-room not to be 238 
charged from —. 
Board to sanction expenditure for keeping Tecord- 231 
room in order. 
Power of Collectorto incur expenditure from— .. 234 
Power of Commissioner to sanction allotments .. 294 
Disposal of waste paper .. 204 
Cost of what establishment to be and of what 239—40 
not to be debited to 
RECORD-KEEPER —See “Records.” 
Reconp-n00m— 
Pending work in statement to be prepared and 198 


hung up. 


xxvi INDEX. 


Subject. Rule. 


RECORD Коом соле; 


How to trace documents Š e 199 

Admittancs to—without written authority for- p 
bidden. 

Arrangement of registers. booka and records and 200 
use of iron supports. 

Collectors are held personally responsible for the 192 
expense of writing up registers if they are in 
arrear. 

Notice Bourd—Information to applicants for 288 
copies to be pasted on— 

List of copies ready for delivery to be posted on— 289 

Reersren(s)— 

Arrangement of—and books on elerk's table 200 

No—be kept on clerk's table unless neodod 201 

Destruction of—to be preserved forthree years or 15 
less by whom to be made, 

Each department should koop its own set of — » 

Volunte of is to be used according to its require- 10 
ment. 

Of ench department may be subdivided = M 

lndex—to be divided into collections 12 

Entries in index— - 12 

Are to be kept in English % 121 

List of authorised—and preservation and дезіхис- 115 and App- 
tion of them. endix К. 

Introduetion and retention of—not expressly ит 
authorised. 

Destruction of after they аге rewritten 120 

Label of — sy m 

List of —kept in each department "m 

Permanent —to be kept at subdivisions їз 

Receipt and issue—to be kept permanently. 96 

Shelf—41 of records is to be kept up for each 143 
shelf or almirah. 

Sanction of the Board to be obtained whenever Ma 


no. 41 is rewritten. 


‘INDEX. 
Subject. 
Reorsrer(s)—coneld. 


No. 41А of records of eases not connected with 
‘any estate also to be maintained, 

No. 41B showing the receipt and disposal of 
records by the record-keeper. 

No. 41C and no. 41D of receipt and disposal of 
revenue records to be kept at subdivisions, in- 
stead of 41, 41A and 41B. 

No, 41D of records sent out from the record-room. 

No. 42 of survey records .. к. 

No. 57 of all— to be preserved permanently 

No. 57A of all— which are to be preserved for 
moro than three years but not permanently. 

‘Nos. 57 and 57A how to be used and maintained 

ОГ requisitions made to certificate officers under 
Act IV of 1914. 

No. 60 of letters received E 5 

No. 61 of letters issued ~ a = 

No. 62—Index—of English correspondence .. 

No. 77 of books, reports, returns, ete, received 
in library. 

No. 78, of books, ete., issued from tbe library - 


Catalogue of books in the library .. m 
Of applications for information -~ v 
Of applications for copios * т 


ОГ earnings of copyists or typists 
Forward diary * 


List of courts and departments from which re- 
vord-keeper has to receive records. 


Spocial—of confidential correspondence = 
Classification list of .. E 29 


RENT-FREE— Registers how to be kept in record-room 
Rewrxpens—Rules for the issue of—in offices where 
card index system is not in nse 
RxwovAL sure — 
Of English correspondence s = 
‘Treatment of — 25 x ЕУ 


Rule. 


155 
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INDEX. 
Subject. Rule. 

Rervay(s)— 
No letters to accompany periodieal— 25 208 
Lithographed or printed forms of—to be шей .. 209 
Revision oF Reconp-room—To be made every five 95,172 


years by an Assistant or Deputy Collector 
(quinquennial revision). 


Rure(s)— 

Under section 4, Act Ш of 1879 .. Fe 227 

For the supply of copies of and information res- 273—339 
pecting papers and documents by the copyists 
paid by feos. 

For classification, ete., of English correspondence 88—103 
in Collector's office. 

For the treatment of English correspondence .. 1-47 

Regarding records apply to all officers subordinate 323 
to the Board. 

For the treatment of confidential correspondence 48—57 

Of the Records Manual are to be followed in all Note 1, Pro- 
offices subordinate to the Board. amble. 

Relating to tho destruction of exhibits or private 297—229 
documents, 

Relating to destruction of documents, whether 230 
public or private, rendered entirely illegible or 
useless. 

Of the Copying Department should be printed in 338 
vernaoular and exhibited in distriot offices. 

Copying—apply mutatis mutandis to all offices 339 


subordinate to the Board. 
—for classification, ete., of the records of tho Appendix D, 


Department of Commercial Taxes. pago 157. 
——and regulations for the safe custody, ete, of Appendix D, 
| election papers. Page 156. 


——for classification and preservation of disposed Appendix D, 
of records, registers, ete., under the Workmen's page 159. 
Compensation Act. 
з 
Saue-Paocreps— 
Of useless papers to be paid into treasury and. 
credited to Government. 


Mention to be made in the annual report of the 242 
amount. 
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Saxoriox—Communieation to Aceountant-General, 
Bihar, of—to expenditure. 

SBARCHING-FRES— 
Ordinary— — .. Es + 
Extra— 2 
For information respecting papers 
То bo paid by an adhesive court-fee stamp -~ 
То be sent by civil courts in court-fee stamp 

Rate of—for information regarding landlord's fees 

Not required from publie officers 

Seniat NUMBER —Assignment. of—in each letter 

Serrbamext Recorns— 


OF private and wards estates surveyed and settled 
under the Tenancy Acts to be made over to the 
recond-rooms, 


Rules in Chapter ҮШ applicable to— .. 
SowATURE—Oflicial—to be legible — .- 
Sutr—Distribution of copies and information—to the 
parties. 
Srann corrs—Arrangement of—of printed letters . 
Srame(s)— 
Checking of—by record-keeper .. 
Sosond punching of—on English correspondence > 
Second punching of—on vernacular records .. 


Date of second punching to be noted on the fly- 
leat. 


Applications for information‘to bear an one-annas 

Applications for copies to bear a two-anna— 

‘To certified copies to be levied and affixed to the 
first folio of the copy. 

Portion of—punched out to be burnt. 


Exch oficer in charge of a department to be 
supplied with two—(B) and (C) to mark papers. 


Cancellation of —for copying fees .. 


Sur vons Printed fona far information and 
copies to be sold to—at 80 copies per rupee. 


Survey MAPS—Sce “Maps”. 
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Subject. 
SUPERINTENDENT — 
Responsibility in regard to current records — .- 
‘Yo distribute and supervise Se > 
Svronaroe— Rates of—on Court-fees .. E 


Ѕонуву neconps—Arrangemont and inspection of— 


‘Tuaxnust mar— E 
Copies of —to be supplied on tracing cloth 
Charge for copies of -. e E 
Distribution of the maps of the old surveys to 
the public to be encouraged. 
"Tio—For furnishing copies and information 
‘Tyrewarrers—Number of typewritten copies to bo 
‘prepared by the issuing office. 
‘firen-peeps—How to be kept in record-mom — ,. 


v 
Vumsacuban— 
‘Torm—incladles all сазе records whether in English 
or in 
Use of words in English correspondence forbidden 
idably used, English equivalents 


But when опат 
to be given. 
Proceedings. unless prescribed by law, to be dis- 
couraged, 

Subordinate offer not to question propriety of 
orders of superiors in—pro‘ Я 

VILLAGE euaxs—See “Copying fees 
Voutstes Correspondence bound up in—not to be 
destroyed. 
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Wanns nstates—In cases relating to the recovery of 
rente in-—where an objection hax been preferred 
to the Collector or a civil suit to contest the 
Certificate has been instituted the certificate as 
Nell as other papers to be permanently preserved. 

Womkwsy's Comressavios Аст necorns—Classi- 

fication and preservation of. x 
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